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Consumer Information 
Moorhead State University makes available or distributes the following information to all students, 
employees, prospective employees: 
1. Academic policies and procedures: The University's academic policies may be found in the 
University Bulletin (catalog) and Student Handbook. Information on Academic policies and 
procedures may be obtained at the offices of Academic Affairs, Student Affairs, Admissions, 
Records, and Financial Aid. 
2. Campus Security Report: The purpose of the report is to inform the campus of campus crime 
prevention programs, crime reporting procedures, emergency response and a three-year history of 
criminal activity on campus. A copy of the Campus Security Report is mailed annually to students 
and employees, and is available from the offices of Admissions, Security, Student Affairs, and 
Human Resources. Prospective students and employees may call (1-800-593-7246) to obtain copies. 
3. Drug Free Workplace and Schools: The purpose ofthis policy is to set forth the University's policy 
regarding alcohol and other drug use, including unlawful drug use or abuse in the workplace in 
accordance with the Drug Free Workplace Act of 1988 (Public Law 100-690, Title V, Subtitle D), 
and Drug Free Schools and Communities Act Amendments of 1989 (Public Law 101-226). A copy 
of the Drug Free Workplace information is distributed in the class registration brochure and may be 
obtained from the Records Office or Health Center. 
4. Equity in Athletics Disclosure Act: The purpose of this information is to disclose athletic 
participation rates and financial data related to athletics. The report is available from the office of 
Admissions and Athletics. 
5. Family Educational Rights and Privacy Act (FERPA): The purpose of the Family Educational 
Rights and-Privacy Act is to afford certain rights to students concerning their education records, the 
right to seek to have the records corrected, and the right to have some control over the disclosure of 
information from the records. The FERP A policy is included in the Student Handbook and 
additional information is available from the Records office. 
6. Financial Aid: The purpose of financial aid is to assist students with college-related expenses. 
Financial aid and scholarship information is available at the Office of Scholarships and Financial 
Aid. Information concerning financial aid refund and repayment policies are included in the Student 
Handbook and may be obtained in the Financial Aid and Business offices. 
7. Student Right to Know: The purpose of this information is to disclose annual student completion 
and graduation rates, including graduation rates for student athletes. This report is available at the 
offices of Admissions and Athletics. 
Moorhead State University is committed to a policy of nondiscrimination in employment and education opportunity. 
No person shall be discriminated against in terms and conditions of employment, personnel practices, or access to 
and participation in, programs, services, and activities with regard to race, sex, color, creed, religion, age, national 
origin, disability, marital status, status with regard to public assistance, sexual orientation, or membership or activity 
in a local commission as defmed by law. Inquiries regarding compliance should be referred to Barb Seiler, 
Affirmative Action Officer (218) 236-2229 (Voice). 

Organization 
This handbook is a revision of the Moorhead State University Faculty Handbook 
published in 1992. While every attempt has been made to provide current 
information as ofthe fall of 1997, it is inevitable that some information will 
change with time. In any cases where information is not in agreement with the 
laws of the State of Minnesota or the various collective bargaining agreements, 
the latter take precedence. 
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HISTORY OF MSU: 
MOORHEAD NORMAL TO MOORHEAD STATE 
Moorhead State Normal School 
In 1885, State Senator Solomon G. Comstock introduced legislation to begin a normal school. 
He felt "it would be a fine thing for the Red River Country and especially for Moorhead." 
Comstock's donation of six acres of land ensured the Legislature's selection of Moorhead for a 
normal school, and soon $60,000 was appropriated for the Main Building. Senator Comstock's 
"fine thing" would earn him the title, "father of the college." Five faculty members, including 
the school's first president, Livingston Lord, enrolled 29 students in August 1888. It was a 
simple time, but also a time of growth. Nearly 350 students enrolled in 1904 with expansion a 
high priority. 
Moorhead State Teachers College 
In 1921, the need for high school teachers led the state Legislature to authorize the awarding of a 
bachelor of science degree equipped for the education of teachers from kindergarten through high 
school. The school earned the name Moorhead State Teachers College. Enrollment increased 
until the Depression hit in 1929. MSTC was struck by fire in 1930, and all student records were 
destroyed. All that remained were 25,000 books in ashes and a stark shell. But classes resumed 
within the week, and by 1932 a new administration building was erected, the "birth of the greater 
MSTC." The end of World War II saw returning Gis swarm to campus, swelling enrollment and 
increasing the numbers of students who did not wish to become teachers. In 1946, this change 
led the State Teachers College Board to grant a bachelor of arts degree in addition to the bachelor 
of science degree. 
Moorhead State College 
During the 1950s, the college experienced strong development in the liberal arts and professional 
curricula. Because ofthat increasing diversity and breadth of purpose, the institution became 
Moorhead State College in 1957. Growth was constant during the late 50s and 60s. Cooperation 
was a goal, with the development of Project E-Quality (now Minority Student Affairs) making 
the college one of the first in the region to have such a plan. Further cooperation among colleges 
was emphasized in 1969 with the creation ofthe Tri-College University--Concordia College, 
North Dakota State University, and Moorhead State. 
Moorhead State University 
In 1975, the state Legislature granted a new title to the college--Moorhead State University--
representing the expanded choice of more than 90 programs and majors. Enrollment reached a 
high of9,200 full- and part-time students in fall1990. Enrollment declined during the first half 
of the 1990s to 6,200 in 1996. Programs have broadened to include business and accounting, 
8  
O r g a n i z a t i o n  
n o w  a t t r a c t i n g  n e a r l y  o n e - f o u r t h  o f M S U ' s  m a j o r s .  M o o r h e a d  S t a t e  c o n t i n u e s  t o  e m p h a s i z e  i t s  
s t r o n g  l i b e r a l  a r t s  p r e p a r a t i o n ,  a n d  a t t r a c t s  m o r e  a n d  m o r e  n o n - t r a d i t i o n a l  s t u d e n t s .  I n  f a c t ,  
a p p r o x i m a t e l y  2 5 %  o f  t h e  u n i v e r s i t y ' s  s t u d e n t s  a r e  n o n - t r a d i t i o n a l ,  o l d e r  t h a n  2 5 .  S o  m o r e  t h a n  a  
c e n t u r y  l a t e r  w e  c e l e b r a t e  C o m s t o c k ' s  f o u n d i n g  o f  t h a t  " f i n e  t h i n g " - - M o o r h e a d  S t a t e  U n i v e r s i t y .  
[ M & C  5 / 1 5 / 9 2 ]  
M I S S I O N S  A N D  G O A L S  
M n S C U  S t a t e m e n t  o f  P u r p o s e  
T h e  M i n n e s o t a  S t a t e  C o l l e g e s  a n d  U n i v e r s i t i e s  ( M n S C U )  s y s t e m  i s  t h e  s t a t e ' s  p r i m a r y  p r o v i d e r  
o f  p u b l i c  h i g h e r  e d u c a t i o n  a t  t h e  u n d e r g r a d u a t e  l e v e l ,  o f f e r i n g  t w o - a n d  f o u r - y e a r  a c a d e m i c  a n d  
o c c u p a t i o n a l  e d u c a t i o n  p r o g r a m s  a n d  s e l e c t  m a s t e r ' s  d e g r e e s .  T h e s e  e d u c a t i o n a l  o p p o r t u n i t i e s  
h e l p  p r e p a r e  s t u d e n t s  f o r  w o r k ,  l i f e ,  a n d  a d d i t i o n a l  e d u c a t i o n .  A l l  M n S C U  i n s t i t u t i o n s  p l a c e  
m a j o r  e m p h a s i s  o n  s e r v i c e  t o  M i n n e s o t a ,  p r o v i d i n g  a c c e s s  t o  q u a l i t y  e d u c a t i o n  t o  a l l  c i t i z e n s  
t h r o u g h o u t  t h e  s t a t e .  [ B o a r d  o f  T r u s t e e s  S t a t e m e n t  o f  P u r p o s e ,  2 / 2 1 1 9 6 ]  
M o o r h e a d  S t a t e  U n i v e r s i t y  M i s s i o n  S t a t e m e n t  
I n t r o d u c t i o n  
M o o r h e a d  S t a t e  U n i v e r s i t y  i s  o n e  o f  s e v e n  c o m p r e h e n s i v e  M i n n e s o t a  S t a t e  U n i v e r s i t i e s  
e s t a b l i s h e d  t o  p r o v i d e  t h e  c i t i z e n s  o f  M i n n e s o t a  a c c e s s  t o  q u a l i t y  e d u c a t i o n a l  p r o g r a m s  a t  
m o d e r a t e  c o s t .  M o o r h e a d  S t a t e  U n i v e r s i t y ' s  p r i m a r y  r e s p o n s i b i l i t y  i s  t o  p r o v i d e  b a c c a l a u r e a t e  
p r o g r a m s  t o  r e s i d e n t s  o f  n o r t h w e s t  a n d  w e s t  c e n t r a l  M i n n e s o t a .  T h r o u g h  t u i t i o n  r e c i p r o c i t y  
a g r e e m e n t s ,  t h e  U n i v e r s i t y  a l s o  p r o v i d e s  e d u c a t i o n a l  s e r v i c e s  t o  r e s i d e n t s  o f  s e v e r a l  r e g i o n a l  
s t a t e s  a n d  o n e  p r o v i n c e .  
M i s s i o n  
T h e  m i s s i o n  o f  M o o r h e a d  S t a t e  U n i v e r s i t y  i s  t o  f o s t e r  e x c e l l e n c e  i n  t e a c h i n g  a n d  l e a r n i n g .  T h e  
U n i v e r s i t y  s t r i v e s  t o  p r o v i d e  a n  e d u c a t i o n a l  e n v i r o n m e n t  t h a t  s u p p o r t s  i n t e l l e c t u a l  d e v e l o p m e n t ,  
t h a t  w e l c o m e s  d i v e r s i t y  a n d  t h a t  d e v e l o p s  t h e  s k i l l s  a n d  t a l e n t s  o f  w o m e n  a n d  m e n  s o  t h a t  t h e y  
h a v e  t h e  c a p a c i t y  t o  l i v e  u s e f u l l y ,  a c t  r e s p o n s i b l y  a n d  b e  l e a r n e r s  a l l  t h e i r  l i v e s .  T h e  a c a d e m i c  
p r o g r a m s  a t  t h e  U n i v e r s i t y  a r e  f o u n d e d  u p o n  a  c o m m o n  l i b e r a l  s t u d i e s  e x p e r i e n c e  a n d  e m p h a s i z e  
d e v e l o p i n g  t h e  u n i q u e  t a l e n t s  o f  e a c h  p e r s o n .  T h e  U n i v e r s i t y  p r o v i d e s  b a c c a l a u r e a t e - l e v e l  
p r o g r a m s  i n  t h e  l i b e r a l  a r t s ,  n a t u r a l  a n d  s o c i a l  s c i e n c e s ,  t e a c h e r  e d u c a t i o n ,  b u s i n e s s  a n d  
t e c h n o l o g y ,  t h e  f i n e  a r t s ,  a n d  p r o f e s s i o n a l  a r e a s .  I t  p r o v i d e s  s e l e c t e d  g r a d u a t e  p r o g r a m s  i n  
r e s p o n s e  t o  r e g i o n a l  n e e d s .  
T h e  U n i v e r s i t y  e n c o u r a g e s  s c h o l a r l y  a n d  c r e a t i v e  e n d e a v o r s  t h a t  p r o m o t e  a  c o m m i t m e n t  b y  
f a c u l t y  a n d  s t u d e n t s  t o  t h e i r  d i s c i p l i n e s ,  t o  c o n t i n u i n g  p r o f e s s i o n a l  d e v e l o p m e n t ,  a n d  t o  
e x c e l l e n c e  i n  l e a r n i n g .  
T h e  U n i v e r s i t y  e n h a n c e s  t h e  q u a l i t y  o f  l i f e  o f  t h e  r e g i o n  w i t h  t h e  p r o f e s s i o n a l ,  c u l t u r a l ,  a n d  
r e c r e a t i o n a l  s e r v i c e s  o f f e r e d  b y  i t s  s t u d e n t s ,  f a c u l t y  a n d  s t a f f .  
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Aims 
1. To give the highest priority to continuous improvement in learning and teaching. 
2. To provide instruction at all levels that stimulates and promotes commitment to life-long 
learning and to open inquiry, that promotes development of higher order thinking skills 
and of multicultural, global and international perspectives. Further, to provide instruction 
that encourages and empowers students to contribute as educated, compassionate, and 
responsible citizens within their communities, states, nations and the world. 
3. To provide a strong liberal studies foundation for all undergraduate programs. 
4. To incorporate instruction in all majors that provides breadth and depth in the discipline 
as well as recognition of the ethical bases of that discipline. 
5. To provide instruction in graduate level programs that promotes increased depth in 
disciplinary or interdisciplinary studies and professional specialization. 
6. To ensure that academic programs are accessible to our diverse constituencies at 
moderate cost. 
7. To ensure a campus climate that embraces diversity and bases relationships on civility 
and tolerance and that acknowledges the perspectives of women, minorities and non-
western cultures. 
8. To provide higher education opportunities with appropriate support and encouragement 
for all students including international, nontraditional and traditionally under-represented 
groups. 
9. To provide support and encouragement for faculty development including scholarship, 
creative activity, research and public service that enriches the individual and the 
institution, and that promotes the educational and economic development of the service 
region. 
10. To provide support personnel, facilities, and resources that enhance and complement the 
academic experience. 
11. To provide students a range of co-curricular and extra-curricular activities as well as 
opportunities related to community service and leadership as a means of developing 
social awareness and enhancing the quality of their lives and developing their potential to 
thrive in a changing world. 
12. To provide service to the region in the form of professional, academic and recreational 
activities, and, especially, to be a center of cultural activity for the region. 
[MSUS Board Approval, 3/30/94] 
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A D M I N I S T R A T I O N  
P r e s i d e n t  
D r .  R o l a n d  B a r d e n  w a s  a p p o i n t e d  P r e s i d e n t  o f  M o o r h e a d  S t a t e  U n i v e r s i t y  b y  t h e  S t a t e  
U n i v e r s i t y  B o a r d  e f f e c t i v e  J u l y  1 ,  1 9 9 4 .  A s  P r e s i d e n t ,  h e  i s  c h i e f  e x e c u t i v e  o f f i c e r  o f  t h e  
U n i v e r s i t y  a n d  i s  r e s p o n s i b l e  f o r  a l l  a s p e c t s  o f  t h e  o p e r a t i o n  o f  t h e  i n s t i t u t i o n  a n d  f o r  i n s u r i n g  
t h a t  t h e  a f f a i r s  o f  t h e  U n i v e r s i t y  a r e  c o n d u c t e d  i n  a c c o r d a n c e  w i t h  a l l  r e l e v a n t  s t a t u t e s ,  r u l e s  o f  
a p p r o p r i a t e  s t a t e  a g e n c i e s ,  t h e  G o v e r n i n g  R u l e s ,  I n t e r n a l  R u l e s ,  S y s t e m  P o l i c i e s ,  S y s t e m  
A d m i n i s t r a t i v e  P r o c e d u r e s ,  a n d  U n i v e r s i t y  P o l i c i e s  a n d  P r o c e d u r e s .  H e  i s  r e s p o n s i b l e  f o r  
d e f i n i n g  a n d  a t t a i n i n g  t h e  m i s s i o n  a n d  g o a l s  o f  t h e  i n s t i t u t i o n  a n d  r e p r e s e n t i n g  t h e  U n i v e r s i t y  t o  
i t s  v a r i o u s  p u b l i c s  a n d .  c o n s t i t u e n c i e s .  
T h e  p r e s i d e n t  i s  a s s i s t e d  i n  h i s  d u t i e s  a n d  r e s p o n s i b i l i t i e s  b y  t h r e e  v i c e  p r e s i d e n t s :  
V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  
T h e  v i c e  p r e s i d e n t  i s  r e s p o n s i b l e  t o  t h e  p r e s i d e n t  f o r  i n s t r u c t i o n ,  c u r r i c u l u m ,  a n d  t h e  f a c u l t y .  
T h i s  i n c l u d e s  r e s p o n s i b i l i t y  f o r  t h e  e x a m i n a t i o n  o f  c u r r i c u l a r  o f f e r i n g s ,  t h e  s t a f f m g  o f  a l l  t h e  
e d u c a t i o n a l  p r o g r a m s ,  a n d  r e c o m m e n d i n g  b u d g e t  a l l o c a t i o n s  f o r  a l l  t h e  e d u c a t i o n a l  p r o g r a m s .  
A c a d e m i c  p r o g r a m s  a n d  a d m i n i s t r a t i v e  u n i t s  r e p o r t i n g  t o  t h e  v i c e  p r e s i d e n t  i n c l u d e  t h e  f i v e  
a c a d e m i c  c o l l e g e s ,  a c a d e m i c  s u p p o r t  p r o g r a m s ,  g r a n t s  a n d  c o n t r a c t s ,  i n s t i t u t i o n a l  r e s e a r c h ,  
i n t e r n a t i o n a l  p r o g r a m s ,  a n d  r e g i s t r a r ' s  o f f i c e .  T h e  v i c e  p r e s i d e n t  i s  a s s i s t e d  b y  a n  a s s o c i a t e  
a c a d e m i c  v i c e  p r e s i d e n t .  D r .  B e t t e  M i d g a r d e n  i s  t h e  c u r r e n t  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  
( O w e n s  2 0 5 ,  p h o n e  2 3 6 - 2 7 6 5 ) .  
V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s  
T h e  v i c e  p r e s i d e n t  i s  r e s p o n s i b l e  t o  t h e  p r e s i d e n t  f o r  l e a d e r s h i p  a n d  m a n a g e m e n t  i n  a r e a s  o f  
l o n g - r a n g e  p l a n n i n g  f o r  c a m p u s  f a c i l i t i e s ,  m a n a g e m e n t  o f  b u i l d i n g s  a n d  v e h i c l e s ,  b o o k s t o r e ,  
d e l i v e r y / r e c e i v i n g ,  p a r k i n g ,  s a f e t y  a n d  s e c u r i t y  o f l i f e  a n d  p r o p e r t y ,  t e l e p h o n e  a n d  p o s t a l  
s e r v i c e s ,  c o m p u t e r  s e r v i c e s ,  H u m a n  R e s o u r c e s ,  a n d  a l l  b u s i n e s s  a n d  f i n a n c i a l  o p e r a t i o n s  o f  t h e  
u n i v e r s i t y .  D r .  D a v i d  C r o c k e t t  i s  t h e  c u r r e n t  V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s  ( O w e n s  
2 0 8 ,  p h o n e  2 3 6 - 2 0 7 0 ) .  
V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  
T h e  v i c e  p r e s i d e n t  r e p o r t s  t o  t h e  p r e s i d e n t  a n d  h a s  o v e r a l l  r e s p o n s i b i l i t y  f o r  s t u d e n t  d e v e l o p m e n t  
a n d  l i f e  o n  t h e  u n i v e r s i t y  c a m p u s .  S p e c i f i c  d e p a r t m e n t s  t h a t  r e p o r t  t o  t h e  v i c e  p r e s i d e n t  i n c l u d e  
C o u n s e l i n g ,  F i n a n c i a l  A i d ,  H o u s i n g  a n d  S e c u r i t y ,  C a r e e r  a n d  P l a c e m e n t  S e r v i c e s ,  S t u d e n t  
D e v e l o p m e n t ,  H e a l t h  C e n t e r ,  I n t e r c o l l e g i a t e  A t h l e t i c s ,  S t u d e n t  U n i o n ,  a n d  F o o d  S e r v i c e s .  T h e  
v i c e  p r e s i d e n t  a l s o  h a s  p r o g r a m m a t i c  r e s p o n s i b i l i t y  f o r  t h e  N e w  S t u d e n t  O r i e n t a t i o n ,  M i n o r i t y  
S t u d e n t  A f f a i r s ,  D i s a b l e d  S t u d e n t  S e r v i c e s ,  C a m p u s  D i s c i p l i n e ,  I n t e r n a t i o n a l  S t u d e n t  P r o g r a m ,  
S t u d e n t  A c t i v i t i e s / O r g a n i z a t i o n s ,  e n r o l l m e n t  m a n a g e m e n t ,  t h e  W o m e n ' s  C e n t e r ,  a n d  C u l t u r a l  
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Diversity. The vice president is advisor to the Student Senate. The current Vice President for 
Student Affairs is Dr. Steven Butler (Owens 206, phone 236-2171). 
Academic Deans 
As administrative head of a college, the dean plays a leading role in the development of the 
academic program. The dean is responsible for the faculty of the college and reports to the vice 
president for academic affairs. The dean, with the assistance of department chairpersons and 
program directors, coordinates the assignment of classroom space, prepares class schedules, 
develops recruiting procedures, and is responsible for budget preparation and control. The dean 
also prepares recommendations on faculty appointments, salaries, promotions, and retention. 
Department Chairpersons and Program Directors 
These individuals serve as the administrative coordinators of their academic programs and, 
working closely with their faculty, provide leadership in the development of other policies and 
procedures. They are responsible for the efficient management of their programs. 
ALUMNI FOUNDATION 
The Moorhead State University Alumni Foundation provides financial support for the institution-
-primarily through scholarships, underwriting of selected special events, and grants to faculty and 
students--and works to build healthy relationships with alumni and friends of the University. 
The Alumni Foundation was formed in August, 1996, when the former MSU Foundation and 
MSU Alumni Association merged. The Alumni Foundation is managed by an external board 
comprised of alumni and area business and professional leaders. Activities of the board are 
carried out by the staff of the Alumni and Foundation office, Owens 202, phone 236-2556 or 
236-3265. 
AUDIOVISUAL AND TELEVISION SERVICE CENTERS 
Services available to faculty members include (1) rental of instructional films from a variety of 
sources; (2) booking of films from the Tri-College University Film Library; (3) audiovisual 
equipment loan and repair; (4) production of slides, transparencies, posters, signs, photographs 
and other video-tape production and campus-wide CCTV distribution of videotaped 
presentations. 
A guide to Media Services and a Tri-College University Film Library Catalog is published 
annually and is available at the AV Service Center. For additional information concerning AV 
Services call236-2295; for information concerning television services call236-2233. 
[M&C 5/15/92] 
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C A R E E R  A N D  P L A C E M E N T  S E R V I C E S  
C a r e e r  a n d  p l a c e m e n t  s e r v i c e s  a v a i l a b l e  a t  n o  c o s t  t o  a l l  s t u d e n t s  a n d  a l u m n i  i n c l u d e  c a r e e r  
a d v i s i n g  a n d  p l a n n i n g ;  j o b  s e a r c h  c o u n s e l i n g ;  i n t e r n s h i p  i n f o r m a t i o n ;  i n t e r v i e w ,  r e s u m e ,  a n d  j o b  
s e a r c h  w o r k s h o p s ;  l e t t e r  a n d  r e s u m e  c r i t i q u e s ;  a n d  u s e  o f  r e s o u r c e  r o o m  m a t e r i a l s .  S e n i o r s  a r e  
e n c o u r a g e d  t o  r e g i s t e r  w i t h  t h e  o f f i c e  t w o  s e m e s t e r s  p r i o r  t o  g r a d u a t i o n  i n  o r d e r  t o  r e c e i v e  t h e  
v a c a n c y  l i s t s ,  i n t e r v i e w  o n  c a m p u s  w i t h  s c h e d u l e d  e m p l o y e r s  a n d  c r e a t e  a  r e f e r e n c e  ( c r e d e n t i a l )  
f i l e .  I n  o r d e r  t o  r e c e i v e  t h e s e  s e r v i c e s  a t  n o  c o s t ,  o n e  m u s t  c o m p l e t e  t h e  a p p r o p r i a t e  f o r m s  a n d  
r e t u r n  t h e m  t o  C a r e e r  a n d  P l a c e m e n t  S e r v i c e s  p r i o r  t o  g r a d u a t i o n .  T h o s e  r e g i s t e r i n g  a f t e r  t h e  
d a t e  o f  t h e i r  g r a d u a t i o n  a n d  a l u m n i  a r e  c h a r g e d  a  $ 2 5  a n n u a l  r e g i s t r a t i o n  f e e  f o r  t h e s e  s e r v i c e s  .  
.  A d d i t i o n a l  f e e s  a r e  c h a r g e d  w h e n  m o r e  t h a n  1 0  s e t s  o f  c r e d e n t i a l s  h a v e  b e e n  p r e p a r e d  i n  o n e  
s e r v i c e  y e a r  a n d  w h e n  c r e d e n t i a l s  a r e  r e q u e s t e d  f r o m  a n  i n a c t i v e  f i l e .  T h e  o f f i c e  i s  l o c a t e d  i n  
C o m s t o c k  M e m o r i a l  U n i o n  1 1 4 ,  p h o n e  2 3 6 - 2 1 3 1 .  [ M & C  5 1 1 5 / 9 2 ]  
C O M P U T E R  S E R V I C E S  
T h e  C o m p u t e r  C e n t e r  i s  l o c a t e d  o n  t h e  s e c o n d  f l o o r  o f  L i v i n g s t o n  L o r d  L i b r a r y  a n d  p r o v i d e s  
c o m p u t e r  s e r v i c e  t o  t h e  c a m p u s .  S e r v i c e s  i n c l u d e  d a t a  e n t r y ,  s y s t e m  d e s i g n  a n d  p r o g r a m m i n g ,  
i n d i v i d u a l  a n d  g r o u p  t r a i n i n g ,  t e s t  g e n e r a t i o n  a n d  s c o r i n g ,  c o m p u t e r  i n s t a l l a t i o n  a n d  r e p a i r ,  a n d  
s t a t i s t i c a l  a n a l y s i s .  C o m p u t e r  l a b s  a r e  l o c a t e d  i n  v a r i o u s  c a m p u s  b u i l d i n g s .  C a m p u s  c o m p u t e r  
e q u i p m e n t  i n c l u d e s  m i c r o c o m p u t e r s ,  w o r k s t a t i o n s ,  m i n i c o m p u t e r s ,  a n d  a c c e s s  t o  m a i n f r a m e  a n d  
s u p e r c o m p u t e r s .  B i t N e t  a n d  T e l n e t  e l e c t r o n i c  m a i l  s e r v i c e  i s  a v a i l a b l e  t o  f a c u l t y .  U s e  o f  t h e  
e q u i p m e n t  i s  r e s t r i c t e d  t o  M o o r h e a d  S t a t e  U n i v e r s i t y  f a c u l t y ,  s t a f f ,  a n d  s t u d e n t s .  F a c u l t y ,  s t a f f ,  
a n d  s t u d e n t s  a r e  e l i g i b l e  t o  p u r c h a s e  c o m p u t e r s  f r o m  s e l e c t e d  v e n d o r s  t h r o u g h  t h e  c a m p u s  
c o m p u t e r  s t o r e  w h i c h  i s  l o c a t e d  i n  t h e  M S U  B o o k s t o r e .  F o r  a d d i t i o n a l  i n f o r m a t i o n ,  c a l l  t h e  
C o m p u t e r  S e r v i c e  C e n t e r  a t  2 3 6 - 2 6 0 3  o r  t h e  C o m p u t e r  S t o r e ,  2 3 6 - 5 9 1 5 .  [ M & C  5 / 1 5 / 9 2 ]  
C O U N S E L I N G  A N D  P E R S O N A L  G R O W T H  C E N T E R  
T h e  s e r v i c e s  o f  t h e  C e n t e r  i n c l u d e  i n d i v i d u a l  c o u n s e l i n g  ( p e r s o n a l ,  s o c i a l ,  v o c a t i o n a l  a n d  
a c a d e m i c ) ,  i n t e r a c t i o n  g r o u p s ,  t e s t i n g ,  a n d  v o c a t i o n a l  p l a n n i n g .  I n  a d d i t i o n ,  t h e  C e n t e r  m a i n t a i n s  
a  v e r y  c o m p l e t e  a n d  u p - t o - d a t e  o c c u p a t i o n a l  l i b r a r y  i n  c o o p e r a t i o n  w i t h  t h e  P l a c e m e n t  O f f i c e .  
T h e  g u i d a n c e  s e r v i c e s  o f  t h e  C e n t e r  a r e  a v a i l a b l e  a t  n o  c h a r g e  ( e x c e p t  f o r  s p e c i f i c  i n d i v i d u a l  
t e s t s )  t o  a l l  M o o r h e a d  S t a t e  U n i v e r s i t y  s t u d e n t s .  T h e  C e n t e r  i s  l o c a t e d  o n  t h e  f i r s t  f l o o r  o f  F l o r a  
F r i c k  H a l l .  
T h e  C e n t e r  m a i n t a i n s  a  s t a f f  o f  s t u d e n t  t u t o r s ,  s e l e c t e d  i n  c o o p e r a t i o n  w i t h  t h e  a c a d e m i c  
d e p a r t m e n t s ,  t o  p r o v i d e  t u t o r i a l  s e r v i c e s  t o  s t u d e n t s  r e f e r r e d  t o  t h e  C e n t e r  b y  f a c u l t y ,  o r  w h o  
c o m e  t o  t h e  C e n t e r  o f  t h e i r  o w n  v o l i t i o n .  F o r  a d d i t i o n a l  i n f o r m a t i o n  c a l l 2 3 6 - 2 2 2 7 .  
[ M & C  5 / 1 5 / 9 2 ]  
L I B R A R Y  S E R V I C E S  
T h e  l i b r a r y  s t a f f  e n c o u r a g e s  a n  a c t i v e  a n d  c o n t i n u i n g  e x c h a n g e  b e t w e e n  l i b r a r y  a n d  c l a s s r o o m  
f a c u l t y .  C l a s s r o o m  i n s t r u c t i o n  i n  t h e  u s e  o f  l i b r a r y  m a t e r i a l s  w i l l  b e  p r e s e n t e d  u p o n  r e q u e s t .  
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Books are circulated to faculty members on a renewal basis. Periodicals are circulated to faculty 
members for short periods upon request. Interlibrary loan cooperation in the Tri-College 
University Library Consortium and MINITEX, the state library network, make the collections of 
other libraries readily available. 
Materials may be recommended for purchase to support instruction. Material requests should be 
submitted through the departmental representative on the approved order form. Books may be 
placed in the reserve book collection by filling out a form available at the circulation desk. The 
Guide to Media Services, published annually, includes detailed information about these and other 
library services. For more information about library services call236-2922, or consult our web 
page. 
Placing Materials on Reserve 
Materials such as books, audio or video tapes, computer disks, or articles should be placed on 
"reserve" for classes when anticipated demand for an item suggests that its use must be restricted. 
Library experience has been that only REQUIRED materials, rather than optional or 
supplementary, are used. Materials to be placed on reserve must be received at least five (5) 
business days prior to the time they will be used. Materials are processed on a first-come, first-
served basis. After the beginning-of-the-term rush is over, the library is able to provide same-
day or next-day service Monday through Friday if materials are submitted in the morning. No 
material is processed on the weekend, and Monday mornings tend to be very busy. 
The Reserve charge out process is automated requiring that a barcode be attached to all materials. 
If personal materials will be damaged by a barcode attachment, the faculty member should 
request that a removable barcode be attached. 
To place materials on Reserve: 
1. Take the books or other materials, both Library and personal copies, to the 
Circulation/Reserve Desk in the Library. Please check personal copies for any loose or 
missing pages and photocopies for the quality of print. If the material to be placed on 
reserve has already been barcoded, please do not remove the barcodes or labels. 
2. Fill out a Reserve Request List which is available at the Reserve Desk. If photocopies are 
placed on reserve, the copyright reminder MUST be signed before we begin processing 
them. 
3. Give the form and the materials to one of the Circulation/Reserve staff. 
All materials will be taken off reserve status during semester break UNLESS OTHER 
INSTRUCTIONS ARE GIVEN. Total usage of reserve items is reported to the faculty member 
when materials come off reserve to aid in evaluation of your course and planning for the future. 
Questions should be directed to Kay Erickson at 236-2342. 
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M E D I A  O N - C A M P U S  
C a m p u s  N e w s  i s  a  t e l e v i s i o n  p r o g r a m  p r o d u c e d  w e e k l y  d u r i n g  t h e  a c a d e m i c  y e a r  o f f e r i n g  
s t u d e n t s  a n  o p p o r t u n i t y  t o  l e a r n  a b o u t  t e l e v i s i o n  n e w s  w r i t i n g ,  r e p o r t i n g ,  p h o t o g r a p h y ,  e d i t i n g  
a n d  p r o d u c i n g .  T h e  p r o g r a m  i s  b r o a d c a s t  e a c h  w e e k  o n  P r a i r i e  P u b l i c  T e l e v i s i o n  a n d  f e a t u r e s  
r e p o r t s  f r o m  M o o r h e a d  S t a t e  a n d  f r o m  u n i v e r s i t i e s  a r o u n d  t h e  c o u n t r y .  F o r  d e t a i l s  c o n t a c t  t h e  
M a s s  C o m m u n i c a t i o n s  D e p a r t m e n t  a t  2 3 6 - 2 9 8 3 .  
K M S C ,  6 5 0  A M ,  i s  t h e  u n i v e r s i t y ' s  s t u d e n t  m a n a g e d  a n d  o p e r a t e d  r a d i o  s t a t i o n  o f f e r i n g  a  v a r i e t y  
o f  m u s i c ,  n e w s  a n d  p u b l i c  a f f a i r s  p r o g r a m m i n g .  H a n d s - o n  e x p e r i e n c e  i s  p r o v i d e d  i n  v i r t u a l l y  a l l  
f a c e t s  o f  r a d i o ,  i n c l u d i n g  p r o g r a m m i n g ,  s a l e s ,  e n g i n e e r i n g ,  m a n a g e m e n t  a n d  o n - a i r  w o r k .  
S t u d i o s  a r e  l o c a t e d  o n  t h e  l o w e r  l e v e l  o f  C o m s t o c k  M e m o r i a l  U n i o n .  F o r  a d d i t i o n a l  i n f o r m a t i o n  
c a l l 2 3 6 - 2 1 1 6 .  [ M & C  5 / 1 5 / 9 2 ]  
N E W  C E N T E R  F O R  M U L T I D I S C I P L I N A R Y  S T U D I E S  
E s t a b l i s h e d  i n  1 9 7 2 ,  t h e  N e w  C e n t e r  f o r  M u l t i d i s c i p l i n a r y  S t u d i e s  i s  a n  a l t e r n a t i v e  a c a d e m i c  
e n t r y  p r o g r a m  f o r  s t u d e n t s  w h o  d o  n o t  f u l l y  m e e t  t h e  U n i v e r s i t y ' s  a d m i s s i o n  s t a n d a r d s ,  b u t  
o t h e r w i s e  s h o w  p o t e n t i a l  f o r  c o l l e g i a t e  s u c c e s s .  T h e  N e w  C e n t e r ' s  m i s s i o n - - l i k e  t h e  U n i v e r s i t y ' s  
m i s s i o n - - i s  t o  p r o v i d e  c o l l e g e - l e v e l  e d u c a t i o n a l  e x p e r i e n c e s  g r o u n d e d  i n  l i b e r a l  s t u d i e s ,  e n a b l i n g  
s t u d e n t s  t o  i n t e g r a t e  k n o w l e d g e ,  s k i l l s  a n d  v a l u e s .  A d d i t i o n a l l y ,  s t u d e n t s  a t  t h e  N e w  C e n t e r  a r e  
e n c o u r a g e d  a n d  a s s i s t e d  t o  i d e n t i f y  g o a l s  a n d  t o  a s s e s s  t h e i r  s t r e n g t h s  i n  o r d e r  t o  m a k e  i n f o r m e d  
c h o i c e s  a b o u t  d e g r e e s  o r  o t h e r  a l t e r n a t i v e s .  S t u d e n t s  w h o  a r e  a d m i t t e d  t o  t h e  N e w  C e n t e r  
d e m o n s t r a t e  p o t e n t i a l  t o  s u c c e e d  i n  c o l l e g e  b u t  m o s t  o f t e n  w o u l d  b e  e x c l u d e d  f r o m  M o o r h e a d  
S t a t e  b y  t h e  U n i v e r s i t y ' s  s e l e c t i v e  a d m i s s i o n  r e q u i r e m e n t s .  
A d m i s s i o n  t o  M o o r h e a d  S t a t e  U n i v e r s i t y  i s  n o r m a l l y  o p e n  t o  s t u d e n t s  w h o  r a n k  i n  t h e  u p p e r  h a l f  
o f  t h e i r  h i g h  s c h o o l  c l a s s  o r  a c h i e v e  a  s a t i s f a c t o r y  t e s t  s c o r e  ( E n h a n c e d  A C T - 2 1 ,  A C T - 2 0 ,  
P S A T  - 9 0 ,  o r  S A T  - 9 0 0 ) .  S t u d e n t s  n o t  m e e t i n g  t h e s e  a d m i s s i o n  s t a n d a r d s  a r e  i n v i t e d  t o  a p p l y  f o r  
a d m i s s i o n  t o  M o o r h e a d  S t a t e  U n i v e r s i t y  t h r o u g h  t h e  c o m m u n i t y  o f  l e a r n e r s  a t  t h e  N e w  C e n t e r .  
P r o s p e c t i v e  s t u d e n t s  m u s t  s u b m i t  a d d i t i o n a l  e v i d e n c e  d e m o n s t r a t i n g  m o t i v a t i o n ,  a b i l i t y  a n d  
p o t e n t i a l  t o  s u c c e e d  a s  a  u n i v e r s i t y  s t u d e n t .  T h i s  e v i d e n c e  i s  t h e n  e v a l u a t e d  b y  t h e  A d m i s s i o n s  
O f f i c e .  F o r  m o r e  i n f o r m a t i o n  c a l l  ( 2 1 8 )  2 3 6 - 2 9 5 4 .  T h e  N e w  C e n t e r  i s  l o c a t e d  i n  M u r r a y  
C o m m o n s ,  o n  t h e  M o o r h e a d  S t a t e  U n i v e r s i t y  c a m p u s .  [ M & C  5 / 1 3 / 9 3 ]  
N O N D I S C R I M I N A T I O N / A F F I R M A T I V E  A C T I O N  A S S U R A N C E  
A f f i r m a t i v e  A c t i o n  a s s u r a n c e  i s  m o r e  t h a n  a  l a w f u l  r e q u i r e m e n t .  I t  d e m o n s t r a t e s  t h e  s i n c e r e  
c o m m i t m e n t  o f  t h e  U n i v e r s i t y  t o  a s s u r e  t h a t  a l l  p e o p l e  a r e  i n c l u d e d  i n  t h e  d i v e r s i t y  t h a t  m a k e s  
M o o r h e a d  S t a t e  U n i v e r s i t y  a n  e x c i t i n g  p l a c e .  
M o o r h e a d  S t a t e  U n i v e r s i t y  i s  c o m m i t t e d  t o  a  p o l i c y  o f  n o n d i s c r i m i n a t i o n  i n  e m p l o y m e n t  a n d  
e d u c a t i o n  o p p o r t u n i t y .  N o  p e r s o n  s h a l l  b e  d i s c r i m i n a t e d  a g a i n s t  i n  t e r m s  a n d  c o n d i t i o n s  o f  
e m p l o y m e n t ,  p e r s o n n e l  p r a c t i c e s ,  o r  a c c e s s  t o  a n d  p a r t i c i p a t i o n  i n ,  p r o g r a m s ,  s e r v i c e s ,  a n d  
a c t i v i t i e s  w i t h  r e g a r d  t o  r a c e ,  s e x ,  c o l o r ,  c r e e d ,  r e l i g i o n ,  a g e ,  n a t i o n a l  o r i g i n ,  d i s a b i l i t y ,  m a r i t a l  
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status, status with regard to public assistance, sexual orientation, or membership or activity in a 
local commission as defined by law. 
Moorhead State University is committed to nondiscrimination, not only because it's required, but 
because Moorhead State's guiding principles rest in the belief that all persons are vital and 
contributing members of the University community. 
Moorhead State policy is printed in the Administrative Policies and Procedures section of this 
Handbook. Inquiries concerning application of this policy should be directed to Barbara Seiler, 
Affirmative Action Officer, Moorhead State University, Moorhead, MN 56563, telephone (218) 
236-2229 (Voice). 
[M&C 5/13/93] 
PHYSICAL PLANT 
The operations of the Physical Plant are under the Director of Facilities Management and include 
the maintenance and repair of existing buildings, systems and grounds, issuance of keys, 
administration of the parking rules and regulations, energy conservation, motor pool, safety, and 
security of buildings and state-owned property. [M&C 5/15/92] 
PRINTING AND DUPLICATION SERVICES 
Printing and duplicating services, located in Flora Frick 153, are under the general supervision of 
the Printing Manager. Duplication services are available next day; printing services require 6-8 
weeks production. For additional information call236-2099. [M&C 5115/92] 
PUBLICATIONS 
University publications are coordinated through the Publications Office with other university 
offices and departments. The Publications Office approves and schedules the production of all 
university printed materials. Writing, editing, photographic and graphic design services are 
available through this office. 
Continews is the university's weekly newsletter published during the academic year. Supervised 
by the News Director, it informs the campus community about faculty, staff and student 
achievements and group events, as well as information and issues of general interest to the 
campus. News items must be submitted by Friday noon before the Wednesday publication, to the 
Publications Office, Box 324 or Flora Frick 154. 
The Campus Directory, listing names, addresses and telephone numbers of students, faculty and 
staff, is published in the fall. The information for the Directory is duplicated from computer 
listings, therefore, students, faculty and staff are responsible for getting correct information to the 
Registrar's Office within four weeks of the fall semester. If students do not wish to have their 
names included in the student directory, they must inform the Registrar's Office. 
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A l u m n e w s  i s  t h e  o f f i c i a l  p u b l i c a t i o n  o f  t h e  M S U  A l u m n i  A f f a i r s  O f f i c e .  I t ' s  s e n t  e a c h  s e m e s t e r  
t o  a l l  a l u m n i  a n d  f r i e n d s  o f  t h e  U n i v e r s i t y ,  a n d  f e a t u r e s  a l u m n i  p r o f i l e s ,  u n i v e r s i t y  
a c c o m p l i s h m e n t s  a n d  e v e n t s .  I t  h a s  a  r e a d e r s h i p  o f  o v e r  2 3 , 0 0 0 .  C o n t a c t  t h e  N e w s  B u r e a u  
O f f i c e  f o r  d e t a i l s .  
T h e  A d v o c a t e  i s  p u b l i s h e d  o n  T h u r s d a y s  d u r i n g  t h e  a c a d e m i c  y e a r ,  e x c e p t  d u r i n g  f i n a l  
e x a m i n a t i o n  a n d  v a c a t i o n  p e r i o d s .  T h e  p a p e r  i s  s t u d e n t  o p e r a t e d  a n d  g e n e r a t e s  8 0  p e r c e n t  o f  i t s  
o p e r a t i n g  b u d g e t .  T h e  r e m a i n i n g  2 0  p e r c e n t  i s  p r o v i d e d  b y  a  s u b s i d y  f r o m  s t u d e n t  a c t i v i t y  f e e s .  
T h e  n e w s p a p e r  h a s  a  c i r c u l a t i o n  o f  5 , 5 0 0  a n d  i s  a v a i l a b l e  t o  s t u d e n t s  a n d  s t a f f  a t  n o  c h a r g e .  T h e  
N e w s  D i r e c t o r  s e r v e s  a s  p u b l i s h e r  a n d  a d v i s o r .  
S t a f f  N o t e s  i s  a  b i - m o n t h l y  n e w s l e t t e r  f o r  t h e  U n i v e r s i t y ' s  c l a s s i f i e d  s t a f f ,  f e a t u r i n g  s t a f f  n e w s ,  
e m p l o y e e  p r o f i l e s ,  a n d  o t h e r  n e w s  o f  i n t e r e s t  t o  t h e  c a m p u s  c o m m u n i t y .  I t  i s  p u b l i s h e d  b y  
a u t h o r i z a t i o n  o f  t h e  C o u n c i l  o n  S t a f f  A f f a i r s .  
R e d  W e a t h e r  i s  a n  a n n u a l  5 0 +  p a g e  p u b l i c a t i o n  p r o d u c e d  e a c h  s p r i n g  t h a t  c o n t a i n s  p o e t r y  a n d  
f i c t i o n  s u b m i t t e d  b y  M S U  s t u d e n t s ,  a l u m n i  a n d  f a c u l t y .  R e d  W e a t h e r  i s  e d i t e d  b y  s t u d e n t s ;  
a d v i s o r s  a r e  M a r k  V i n z  a n d  A l a n  D a v i s ,  E n g l i s h  D e p a r t m e n t .  
T h e  N e w s  B u r e a u  O f f i c e  i s  c h a r g e d  w i t h  t h e  r e s p o n s i b i l i t y  o f  d i s t r i b u t i n g  u n i v e r s i t y  i n f o r m a t i o n  
t o  l o c a l ,  s t a t e  a n d  r e g i o n a l  n e w s  m e d i a .  T h e  N e w s  B u r e a u  r e p o r t s  a b o u t  o n - c a m p u s  e v e n t s ,  
e d u c a t i o n a l  o p p o r t u n i t i e s ,  f a c u 1 t y ,  s t a f f  a n d  s t u d e n t  a c c o m p l i s h m e n t s ,  a c a d e m i c  p r o g r a m s ,  a n d  
o t h e r  n e w s  o f  p u b l i c  i n t e r e s t .  T h e  N e w s  S e r v i c e  m a i n t a i n s  a  l i m i t e d  c l i p p i n g  s e r v i c e .  I t  c a n  
a s s i s t  f a c u 1 t y  m e m b e r s  i n  p u b l i c i z i n g  e v e n t s  a n d  a r r a n g i n g  f o r  n e w s  c o n f e r e n c e s .  N o t i c e  i n  
a d v a n c e  i s  n e c e s s a r y  f o r  s c h e d u 1 i n g .  [ M & C  5 / 1 5 / 9 2 ]  
P U B L I C I T Y ,  C A M P U S  
T h i s  p o l i c y  h a s  b e e n  e s t a b l i s h e d  t o  g i v e  M o o r h e a d  S t a t e  U n i v e r s i t y  s t u d e n t s ,  f a c u l t y  a n d  
r e c o g n i z e d  c a m p u s  o r g a n i z a t i o n s  g u i d e l i n e s  f o r  d i s t r i b u t i o n  a n d  d i s p l a y  o f  l i t e r a t u r e  o n  c a m p u s .  
F r e e d o m  o f  s p e e c h  i s  e n c o u r a g e d  a s s u m i n g  c o m p l i a n c e  w i t h  b u i l d i n g  a n d  U n i v e r s i t y  p o l i c i e s .  
T h e  s o u r c e  o f  a n y  p u b l i c i t y  i n f o r m a t i o n  a n d  t h e  n a m e  o f  t h e  o r g a n i z a t i o n  m u s t  b e  s t a t e d  o n  a l l  
p o s t e r s  o r  o t h e r  p r i n t e d  m a t e r i a l .  T h e  o r g a n i z a t i o n  a n d  t h e  i n d i v i d u a l  s t u d e n t s  p a r t i c i p a t i n g  a r e  
h e l d  r e s p o n s i b l e  t o  e n s u r e  t h a t  t h e r e  i s  n o  j u s t i f i e d  c o m p l a i n t  o n  t h e  g r o u n d s  o f  o b s c e n i t y  o r  
l i b e l .  C o m m e r c i a l  a d v e r t i s i n g  i s  n o t  p e r m i t t e d  w i t h o u t  p r i o r  a p p r o v a l  b y  t h e  V i c e  P r e s i d e n t  f o r  
S t u d e n t  A f f a i r s .  
A l l  c a m p u s  p u b l i c i t y  m u s t  c o m p l y  w i t h  T i t l e  I X ,  A f f i r m a t i v e  A c t i o n  a n d  t h e  A l c o h o l  M a r k e t i n g  
p o l i c i e s .  
A c a d e m i c  B u i l d i n g s  
1 .  N o  p u b l i c i t y  o r  l i t e r a t u r e  w i l l  b e  a l l o w e d  o n  c l a s s r o o m  c h a l k b o a r d s .  P u b l i c i t y  o r  l i t e r a t u r e  
o f  r e c o g n i z e d  o r g a n i z a t i o n s  m a y  b e  p l a c e d  o n  c l a s s r o o m  b u l l e t i n  b o a r d s .  
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2. Permission must be obtained from departments responsible for designated boards before 
recognized organizations may post publicity. Materials must be posted with substances 
which will allow easy removal of literature. 
3. Publicity which complies with the Campus Publicity policy may be placed on undesignated 
bulletin boards. 
Other Areas 
1. Policies pertaining to distribution of literature for buildings on campus, i.e., CMU and the 
residence halls, must be followed (see the appropriate department for information). 
2. Placement of portable announcement boards on campus is prohibited. 
3. Special regulations regarding distribution of literature that apply to candidates for Student 
Senate are available upon request at the Student Senate Office. 
4. To ensure appearance of campus grounds, materials may not be affixed to trees in any 
manner. 
5. Posting materials on walls in or outside buildings is not permitted. Bulletin boards are 
available in buildings for this purpose. 
6. Any verbal publicity should follow the guidelines of the personal solicitation policy. 
7. All individuals or organizations distributing publicity will be held responsible for cleaning 
up all litter resulting from distribution. 
8. Permission must be obtained from the Student Organization Development Center before 
distribution of publicity at University-wide events, registration or bill payment line is 
permitted. 
Procedure for Enforcement 
If a violation of the policy occurs, the Coordinator of Student Organizations or his/her chosen 
representative shall contact the group or individual in violation and request the publicity be 
discontinued. [M&C 5/15/92] 
SCHEDULING SERVICES 
Scheduling Services provides scheduling services and campus publicity for meetings, 
conferences, and special events. Services include reservations and set-up for meeting rooms, 
banquets, luncheons, ballroom, ball games, auditoriums, swimming pool, and outside areas. For 
more information, call the scheduling office, 236-2586. For scheduling rooms or events in 
Comstock Memorial Union only, call236-3587 to make reservations. For scheduling in all other 
buildings, call236-2586. 
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S T U D E N T  S E N A T E  
T h e  S t u d e n t  S e n a t e  i s  t h e  p r i n c i p l e  a g e n c y  f o r  s t u d e n t  i n p u t  i n  d e v e l o p i n g  t h e  U n i v e r s i t y ' s  
p o l i c i e s .  A s  e l e c t e d  s t u d e n t  r e p r e s e n t a t i v e s ,  t h e  S e n a t e  i s  a  l i a i s o n  t o  t h e  U n i v e r s i t y  P r e s i d e n t  
r e g a r d i n g  c o n c e r n s  a n d  i n t e r e s t s  o n  i s s u e s  a f f e c t i n g  M S U  s t u d e n t s .  R e c o m m e n d a t i o n s  p e r t a i n i n g  
t o  s t u d e n t  i s s u e s  a r e  m a d e  b y  t h e  S e n a t e  t o  t h e  U n i v e r s i t y  P r e s i d e n t .  
S e n a t o r s  a r e  e l e c t e d  t o  r e p r e s e n t  e i t h e r  a  g e o g r a p h i c  d i s t r i c t  ( o f f - c a m p u s  o r  r e s i d e n c e  h a l l )  o r  a n  
a c a d e m i c  c o l l e g e .  G e o g r a p h i c  d i s t r i c t  r e p r e s e n t a t i v e s  a r e  e l e c t e d  a t  t h e  e n d  o f  f a l l  s e m e s t e r ,  a n d  
a c a d e m i c  c o l l e g e  r e p r e s e n t a t i v e s  a r e  e l e c t e d  a t  t h e  e n d  o f  s p r i n g  t e r m .  I n  a d d i t i o n  t o  t h e s e  2 2  
s e n a t o r s ,  a  p r e s i d e n t ,  v i c e  p r e s i d e n t ,  a n d  t r e a s u r e r  a r e  e l e c t e d  o n  a n  a t - l a r g e  b a s i s  a t  t h e  e n d  o f  
s p r i n g  s e m e s t e r .  E a c h  s e n a t o r  h a s  o n e  v o t e  i n  S t u d e n t  S e n a t e  m e e t i n g s ,  e x c e p t  f o r  t h e  p r e s i d e n t ,  
w h o  r u n s  t h e  m e e t i n g s  a n d  c a n  o n l y  v o t e  i n  t h e  e v e n t  o f  a  t i e .  
T h e  e l e c t e d  o f f i c e r s  a s s u m e  d u t y  o n  t h e  d a y  a f t e r  t h e  e n d  o f  s p r i n g  s e m e s t e r .  T h e  s e n a t o r s  b e g i n  
t h e i r  t e r m s  o n  t h e  f i r s t  d a y  f o l l o w i n g  t h e  e n d  o f  t h e  s e m e s t e r  i n  w h i c h  t h e y  w e r e  e l e c t e d .  T o  b e  
e l i g i b l e  f o r  e l e c t i o n ,  a  c a n d i d a t e  f o r  s e n a t o r  m u s t  b e  e n r o l l e d  a s  a  s t u d e n t  i n  g o o d  s t a n d i n g  a t  
M o o r h e a d  S t a t e  U n i v e r s i t y .  O f f i c e r s  m u s t  b e  f u l l - t i m e  s t u d e n t s ,  h a v e  a t  l e a s t  s o p h o m o r e  
s t a n d i n g ,  a n d  h a v e  a  2 . 5  c u m u l a t i v e  G P  A .  T h e  s e c r e t a r y  i s  h i r e d  b y  t h e  p r e s i d e n t  a n d  i s  n o t  a  
m e m b e r  o f  t h e  S e n a t e .  
S e n a t e  m e e t i n g s  a r e  h e l d  e v e r y  T h u r s d a y  a t  5 : 0 0 p . m .  i n  t h e  S e n a t e  C h a m b e r s ,  C o m s t o c k  
M e m o r i a l  U n i o n ,  R o o m  2 0 5 .  A  p u b l i c  h e a r i n g  i s  h e l d  d u r i n g  e a c h  m e e t i n g ,  a l l o w i n g  a n y o n e  t o  
a d d r e s s  t h e  s e n a t e  a b o u t  a n y  c o n c e r n ,  c o m p l a i n t ,  o r  i d e a .  T h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  
s e r v e s  a s  a d v i s o r  t o  t h e  S t u d e n t  S e n a t e .  
F o r  m o r e  i n f o r m a t i o n  c o n t a c t  t h e  S e n a t e  O f f i c e ,  C M U  2 0 4 ,  p h o n e  2 3 6 - 2 1 5 0  o r  2 3 6 - 2 1 0 6 .  
[ S t u d e n t  S e n a t e  C o n s t i t u t i o n  4 / 9 6 ]  
T R I - C O L L E G E  U N I V E R S I T Y  
M S U  b e l o n g s  t o  a  c o o p e r a t i v e  a r r a n g e m e n t  w i t h  C o n c o r d i a  C o l l e g e  ( M o o r h e a d )  a n d  N o r t h  
D a k o t a  S t a t e  U n i v e r s i t y  ( F a r g o )  t h r o u g h  w h i c h  s t u d e n t s  m a y  t a k e  c o u r s e s  a t  t h e  o t h e r  c o l l e g e s  
w i t h o u t  p a y i n g  a n y  a d d i t i o n a l  t u i t i o n  o r  f e e s .  A t  C o n c o r d i a ,  a n  M S U  s t u d e n t  m a y  t a k e  o n e  
c o u r s e  p e r  t e r m  i f  t h a t  c o u r s e  i s  n o t  o f f e r e d  a t  M o o r h e a d  S t a t e .  A t  N D S U  s t u d e n t s  m a y  t a k e  a s  
m a n y  c o u r s e s  e a c h  t e r m  a s  n e e d e d  t o  s a t i s f y  c o v e r e d  p r o g r a m s  o r  c o u r s e s  n o t  o f f e r e d  a t  M S U .  
T r i - C o l l e g e  a l s o  o f f e r s  r e g u l a r  b u s  s e r v i c e  a m o n g  t h e  t h r e e  c a m p u s e s  a s  w e l l  a s  r e c i p r o c a l  
p a r k i n g  p r i v i l e g e s .  A  c o m p r e h e n s i v e  c o o p e r a t i v e  a r r a n g e m e n t  a m o n g  t h e  l i b r a r i e s  g i v e s  s t u d e n t s  
a n d  f a c u l t y  d i r e c t  a c c e s s  t o  t h e  r e s o u r c e s  o f  a l l  t h r e e  l i b r a r i e s .  T h e  T r i - C o l l e g e  U n i v e r s i t y  a l s o  
s p o n s o r s  a  C e n t e r  f o r  E n v i r o n m e n t a l  S t u d i e s  a n d  a n  E c o n o m i c  E d u c a t i o n  C e n t e r .  T h e  T r i -
C o l l e g e  U n i v e r s i t y  o f f i c e  i s  l o c a t e d  a t  N o r t h  D a k o t a  S t a t e  U n i v e r s i t y ,  2 0 9  E n g i n e e r i n g  a n d  
T e c h n o l o g y  B u i l d i n g ,  p h o n e  2 3 1 - 9 7 3 1 .  [ M & C  5 / 1 5 / 9 2 ]  
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ACADEMIC ADVISING 
The purpose of the MSU Academic Advising Program is to help individual students realize the 
maximum educational benefits available to them at MSU. 
The functions of academic advising include: 
1. Providing students with information on policies, procedures and programs of the 
university. 
2. Assisting students in choosing educational and career objectives commensurate with their 
interests and abilities and in exploring the possible consequences of their choices. 
3. Making students aware of the support services and other educational resources that may be 
pertinent to their educational objectives at this University. 
This process requires constructive, individualized relationships between students and qualified 
members of the academic community (often assisted by student advisors), who can and will 
provide the time and atmosphere conducive to extensive discussion of the above and related 
areas. 
All advisors are expected to provide time sufficient for their advisees to be able to see them with 
.reasonable ease and frequency. Office hours should be posted. Special arrangements should be 
made for Advising Week (the week preceding pre-registration). 
Specific official duties of all advisors included in the basic responsibilities listed above include: 
1. Approving and signing the student's advisor approval form and all program changes. 
2. Reviewing the student's progress toward completion ofliberal arts and major course 
requirements, including reviewing the student's total transcript sent (with a copy for the 
student) to the advisor each term. 
3. Approving and signing the student's application for graduation; and keeping adequate 
records. 
Each term all advisors receive the following from the Registrar's Office or the Office of 
Academic Affairs: 
1. A list of current advisees (the advisor should check this list and notify the Registrar's 
Office of any changes or discrepancies with his/her own records). 
2. Two copies of transcripts for all advisees, including one for the student. 
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3 .  C o p i e s  o f  n o t i c e s  o f " s u b j e c t  t o  s u s p e n s i o n "  s t a t u s  s e n t  t o  s t u d e n t s  w h o  w i l l  b e  s u s p e n d e d  
a t  t h e  e n d  o f  t h e  c u r r e n t  t e r m  u n l e s s  t h e y  f u l f i l l  s p e c i f i e d  G P  A  r e q u i r e m e n t s .  
4 .  A d v i s i n g  f o r m s  a n d  o t h e r  m a t e r i a l s  a n d  i n f o r m a t i o n .  
I n  a d d i t i o n ,  a d v i s o r s  a r e  s e n t  c o p i e s  o f  a n  " a u d i t  t r a n s c r i p t , "  l i s t i n g  a l l  l i b e r a l  s t u d i e s  c o u r s e s  
c o m p l e t e d ,  f o r  e a c h  s t u d e n t .  
T h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  i s  r e s p o n s i b l e  f o r  t h e  o f f i c i a l  a p p o i n t m e n t  o f  f a c u l t y  a n d  s t u d e n t  
a d v i s o r s  a n d  t h e i r  o r i e n t a t i o n  a n d  t r a i n i n g ;  f o r  a s s i s t i n g  a d v i s o r s  i n  a l l  a p p r o p r i a t e  w a y s ,  
i n c l u d i n g  c o o r d i n a t i n g  u n i v e r s i t y  s u p p o r t  s e r v i c e s  a s  t h e y  a p p l y  t o  a c a d e m i c  a d v i s i n g ;  a n d  f o r  
s u p e r v i s i n g  a n d  e v a l u a t i n g  M S U ' s  A c a d e m i c  A d v i s i n g  P r o g r a m .  T h e  D i r e c t o r  o f  A c a d e m i c  
S u p p o r t  P r o g r a m s - - i n  c o o p e r a t i o n  w i t h  f a c u l t y  a d v i s o r s ,  d e a n s ,  c h a i r p e r s o n s ,  R e g i s t r a r ,  a n d  o t h e r  
c o n c e r n e d  a d m i n i s t r a t i v e  o f f i c e r s - - i s  s p e c i f i c a l l y  c h a r g e d  w i t h  t h i s  r e s p o n s i b i l i t y .  
A  u n i v e r s i t y  c o m m i t t e e  o n  a c a d e m i c  a d v i s i n g  m e e t s  r e g u l a r l y  t o  r e v i e w  t h e  p r o g r a m ,  s u g g e s t  
i m p r o v e m e n t s ,  a n d  a s s i s t  i n  i m p l e m e n t i n g  a d v i s i n g  p o l i c i e s .  
I f  a d v i s o r s  o f  s t u d e n t s  l e a v e  t h e  U n i v e r s i t y  o r  a r e  u n a b l e  t o  c o n t i n u e  t h i s  f u n c t i o n ,  t h e  
d e p a r t m e n t  c h a i r p e r s o n  r e a s s i g n s  t h e  a d v i s e e  a n d  n o t i f i e s  t h e  R e g i s t r a r  o f  t h e  c h a n g e .  A  s t u d e n t  
w h o  c h a n g e s  h i s / h e r  m a j o r  a n d / o r  a d v i s o r  c o n t a c t s  t h e  c h a i r p e r s o n  o f  t h e  n e w  m a j o r  d e p a r t m e n t  
( o r  t h e  D i r e c t o r  o f  A c a d e m i c  S u p p o r t  P r o g r a m s ,  i n  c a s e  o f  u n d e c l a r e d  s t u d e n t s )  t o  o b t a i n  t h e  
n e w  a d v i s o r ' s  n a m e  a n d  r e t u r n s  t h e  c o m p l e t e d  f o r m  t o  t h e  R e g i s t r a r .  T h e  R e g i s t r a r  n o t i f i e s  t h e  
f o r m e r  a d v i s o r  o f  t h e  c h a n g e ,  a n d  t h e  f o r m e r  a d v i s o r  f o r w a r d s  t h e  s t u d e n t ' s  f i l e  t o  t h e  n e w  
a d v i s o r .  
A d v i s i n g  W e e k  i s  h e l d  t h e  w e e k  p r i o r  t o  p r e - r e g i s t r a t i o n  e a c h  t e r m .  S t u d e n t s  a r e  s t r o n g l y  u r g e d  
t o  s e e  t h e i r  a d v i s o r s  d u r i n g  t h i s  w e e k ,  a n d  a d v i s o r s  s h o u l d  t h e n  a r r a n g e  e x p a n d e d  o p p o r t u n i t i e s  
t o  s e e  s t u d e n t s .  
A t  r e g i s t r a t i o n ,  s t u d e n t s  a r e  r e q u i r e d  t o  p r e s e n t  a d v i s o r  a p p r o v a l  c a r d s  s i g n e d  b y  t h e i r  a d v i s o r s .  
T h e  c a r d s  a r e  c o l l e c t e d  a t  p r e - r e g i s t r a t i o n  a n d  r e t u r n e d  t o  t h e  a d v i s o r .  F o r g e d  s i g n a t u r e s  s h o u l d  
b e  r e p o r t e d  t o  t h e  D i r e c t o r  o f  A c a d e m i c  S u p p o r t  P r o g r a m s  w h o  w i l l  t a k e  t h e  n e c e s s a r y  
d i s c i p l i n a r y  a c t i o n .  T h e  c u r r e n t  D i r e c t o r  o f  A c a d e m i c  S u p p o r t  P r o g r a m s  i s  S h a r o n  F e r r i s  
( O w e n s  2 0 6 ,  2 3 6 - 3 5 8 6 ) .  
F a c u l t v  A d v i s i n g  o f M S U  F r e s h m e n  
T h e  f a c u l t y  a d v i s o r  f r e q u e n t l y  p r o v i d e s  t h e  m o s t  s i g n i f i c a n t  c o n t a c t  a  f r e s h m a n  h a s  w i t h  t h e  
M S U  a c a d e m i c  e x p e r i e n c e .  T h e  r e l a t i o n s h i p  b e t w e e n  s t u d e n t  a n d  a d v i s o r  i s  o f  t r e m e n d o u s  
p o t e n t i a l  i m p o r t a n c e  t o  t h e  s t u d e n t ' s  i n t e l l e c t u a l  a n d  p e r s o n a l  d e v e l o p m e n t  a n d  t o  t h e  
U n i v e r s i t y ' s  f u l f i l l m e n t  o f  i t s  a c a d e m i c  m i s s i o n .  I t s  e f f e c t  o n  s t u d e n t  a t t r i t i o n  a n d  r e t e n t i o n  i s  
a l s o  o f  g r e a t  p r a c t i c a l  i m p o r t a n c e  t o  t h e  s t u d e n t  a n d  t o  M S U .  A  r e a l  e f f o r t  t o  b e  a v a i l a b l e  t o  
a d v i s e e s ,  a  c o n s c i e n t i o u s  o b s e r v a n c e  o f t h e  a d v i s i n g  s c h e d u l e ,  u s e  o f  t h e  s t a n d a r d  i n t e r v i e w ,  u s e  
o f  r e f e r r a l  s e r v i c e s ,  a n d  s t u d e n t  a d v i s o r  a s s i s t a n c e  c a n  r e s u l t  i n  e x c e l l e n t  a d v i s i n g .  
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Freshman advisors are nominated by departments and appointed by the Vice President for 
Academic Affairs. Freshmen who have declared majors in particular departments are assigned 
advisors from those departments. Freshman advisees may be reassigned by the chairperson of 
the major department during the spring semester of their sophomore, junior, or senior years. In 
most departments, students keep their original advisor until they graduate. 
Freshmen who have not declared majors (undeclared) are assigned to specifically selected faculty 
members who have volunteered for this service. "Undeclared" assignments and changes are 
made by the Director of Academic Support Programs. 
The MSU Student Advisor Program 
The Student Advisor Program at Moorhead State University, which began in 1971, offers 
assistance to students, particularly freshmen and new transfers, in making the best use of the 
academic opportunities and the various services offered by the University. The program 
supplements and expands faculty advising and counseling services. Student advisors are 
employees of the Office of Academic Affairs; the program is administered by the Director of 
Academic Support Programs. Of the 45 students selected annually, about 30 are assigned to 
work primarily in their major departments, about 9 are employed as undeclared freshman 
advisors, and about 6 are transfer advisors. 
All student advisors' duties include summer advance registration of new entering freshmen and 
transfers, assistance to freshman faculty advisors in maintaining contact with their advisees, 
individual and group meetings with advisees, and maintenance of the SA Information Center and 
Office which is located in Flora Frick 155. 
Departmental student advisors may also be asked to assist majors and minors in their 
departments, to participate in department meetings and advise departmental clubs. Student 
advisors are expected to help in all university academic projects and programs. For additional 
information call236-2282. [M&C 5/15/92] 
ACADEMIC APPEALS 
A student seeking to waive a graduation requirement or similar academic policy should see one 
of the following to determine the procedure if an appeal is necessary: Director of Academic 
Support Systems, Registrar, or the appropriate Dean. 
The student completes an appeal form including a faculty advisor's statement and signature and 
submits the form to the Office of Academic Affairs. The Committee on Academic Appeals 
reviews the appeal and submits a recommendation to the Vice President for Academic Affairs, 
who will make the final decision to approve or deny the appeal. A student who is not satisfied 
with the decision of the Vice President may submit a written appeal to the President of the 
University. (See also page 55, 1996-97 Student Handbook) [M&C 5/15/92] 
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A C A D E M I C  F O R G I V E N E S S  P O L I C Y  
T h e  A c a d e m i c  F o r g i v e n e s s  P o l i c y  a t  M o o r h e a d  S t a t e  g i v e s  a n  u n d e r g r a d u a t e  s t u d e n t  w h o  h a s  
b e e n  a w a y  f r o m  M S U  a t  l e a s t  f i v e  y e a r s ,  a  o n e - t i m e  o p p o r t u n i t y  t o  e s t a b l i s h  a  n e w  g r a d e  p o i n t  
a v e r a g e  ( G P A ) .  S t u d e n t s  w h o  s e e k  r e d r e s s  u n d e r  t h e  A c a d e m i c  F o r g i v e n e s s  P o l i c y  m u s t  m e e t  
t h e  f o l l o w i n g  c o n d i t i o n s :  
1 .  T h e  s t u d e n t  m u s t  n o t  h a v e  b e e n  e n r o l l e d  a t  M o o r h e a d  S t a t e  U n i v e r s i t y  f o r  a  m i n i m u m  o f  
f i v e  c o n s e c u t i v e  y e a r s  p r i o r  t o  t h e  " p o i n t  o f  a c a d e m i c  f o r g i v e n e s s . "  
2 .  U p o n  r e a d m i s s i o n ,  t h e  s t u d e n t  m u s t  d e m o n s t r a t e  a d e q u a t e  a c a d e m i c  a b i l i t y  b y  c o m p l e t i n g  
1 2  u n d e r g r a d u a t e  c r e d i t s  a t  M S U  w i t h  a  m i n i m u m  G P A  o f 2 . 0 .  
A c a d e m i c  f o r g i v e n e s s  c a n n o t  b e  g r a n t e d  i f  a  s t u d e n t  h a s  e a r n e d  a  p o s t - s e c o n d a r y  d e g r e e  
f o l l o w i n g  t h e i r  i n i t i a l  M S U  a t t e n d a n c e  a n d  a p p l i e d  M S U  c r e d i t s  t o w a r d  t h a t  d e g r e e .  
S t u d e n t s  w h o  m e e t  t h e  t w o  c o n d i t i o n s  c i t e d  a b o v e  s h o u l d  c o n t a c t  t h e  A c a d e m i c  S u p p o r t  
P r o g r a m s  O f f i c e  f o r  t h e  a p p l i c a t i o n  f o r m .  A f t e r  t h e  A c a d e m i c  F o r g i v e n e s s  a p p l i c a t i o n  h a s  b e e n  
a p p r o v e d ,  t h e  R e g i s t r a r  w i l l  m a k e  t h e  f o l l o w i n g  a d j u s t m e n t s  t o  t h e  s t u d e n t ' s  t r a n s c r i p t .  
1 .  T h e  t r a n s c r i p t  w i l l  b e  s e p a r a t e d  i n t o  t w o  s e c t i o n s  i n d i c a t i n g  t h e  p o i n t  o f  f o r g i v e n e s s .  
A c a d e m i c  f o r g i v e n e s s  w i l l  b e  i n d i c a t e d  o n  t h e  t r a n s c r i p t .  
2 .  N o  c r e d i t s  w i l l  b e  g r a n t e d  f o r  a n y  c o u r s e  c o m p l e t e d  a t  M S U  p r i o r  t o  t h e  p o i n t  o f  a c a d e m i c  
f o r g i v e n e s s .  H o w e v e r ,  t h e  c o u r s e  t i t l e s  a n d  g r a d e s  f r o m  t h e s e  c o u r s e s  w i l l  r e m a i n  o n  t h e  
t r a n s c r i p t .  
3 .  C a l c u l a t i o n  o f  t h e  s t u d e n t ' s  g r a d e  p o i n t  a v e r a g e  w i l l  n o t  i n c l u d e  g r a d e s  r e c e i v e d  p r i o r  t o  
t h e  p o i n t  o f  a c a d e m i c  f o r g i v e n e s s .  [ A P A C  2 / 6 / 9 6 ]  
A D D I N G  A N D  D R O P P I N G  C O U R S E S  
S t u d e n t s  m a y  m a k e  c h a n g e s  i n  t h e i r  a c a d e m i c  s c h e d u l e  w i t h i n  t h e  f o l l o w i n g  t i m e  l i m i t s :  
1 .  D u r i n g  t h e  f i r s t  s e v e n  c l a s s  d a y s ,  c h a n g e s  o f  a n y  k i n d  c a n  b e  m a d e  w i t h  n o  e x t r a  c h a r g e ,  a n d  
t u i t i o n  c h a r g e s  a r e  a d j u s t e d  t o  r e f l e c t  t h e  f i n a l  r e g i s t r a t i o n .  T h e s e  c o n d i t i o n s  a p p l y  o n l y  t o  
t h e  f i r s t  c l a s s  d a y  o f  a  s u m m e r  t e r m .  
2 .  I f  a  c o u r s e  i s  d r o p p e d  a f t e r  t h e  s e v e n t h  d a y  a n d  b e f o r e  t h e  4 5 t h  c l a s s  d a y  ( e n d  o f  n i n t h  w e e k ) ,  
i t  w i l l  a p p e a r  o n  t h e  s t u d e n t ' s  r e c o r d  a s  a  w i t h d r a w a l  ( W ) .  T h e  w i t h d r a w a l  d e a d l i n e  d u r i n g  
s u m m e r  s e s s i o n s  i s  t h e  1 5 t h  d a y  ( e n d  o f t h i r d  w e e k ) .  T u i t i o n  f r o m  a  w i t h d r a w n  c o u r s e  m a y  
n o t  b e  a p p l i e d  t o  s u b s e q u e n t  c o u r s e  a d d i t i o n s .  A  $ 5 . 0 0  f e e  i s  c h a r g e d  f o r  m o s t  c h a n g e s .  
3 .  D u r i n g  t h e  f i r s t  t h r e e  d a y s ,  c h a n g e s  m a y  b e  m a d e  a t  t h e  o n - l i n e  r e g i s t r a t i o n  s i t e .  A f t e r  t h a t ,  
s t u d e n t s  n e e d  t o  c o m p l e t e  a  d r o p / a d d  s l i p  a n d  o b t a i n  s i g n a t u r e s  o f  t h e  i n s t r U c t o r s  f o r  e a c h  
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course added or dropped and the advisor's signature. The signed slip must be turned in to the 
Records Office. 
ARRANGED CLASS PERMITS 
These forms (available from Records Office and from most department secretaries) are to be used 
for either (1) making special arrangements with students for classes not assigned specific rooms, 
credit hours, and/or times or (2) permitting students to enter a class that is officially filled. 
Courses requiring an arrange slip are marked with an asterisk (*) in the course schedule. 
[M&C 5/15/92] 
AUDITING COURSES 
A student who wishes to audit a course (i.e., attend without seeking credit) must be admitted to 
the University, register for the course, and pay full tuition and fees. An "audit" student may 
attend all class sessions but is not required to complete assignments or projects, participate in 
discussions, take examinations, or meet other requirements. A student must declare the intent to 
audit a course by submitting a Course Audit form, signed by the instructor, within the first ten 
class days of a term or by notifying the instructor at the time of registration in an evening class, 
workshop, or off-campus course. A student may not receive credit for auditing a course except by 
re-enrollment for credit and successful completion of the course in a subsequent term. An entry 
of "V" is made on the student's permanent academic record when a course is audited without 
credit. [M&C 5/15/92] 
BACHELOR'S DEGREES 
The Minnesota State Colleges and Universities (MnSCU) board adopted the following policy for 
awarding degrees: · 
Bachelor's Degrees may be awarded after the successful completion of a program of 120-128 
semester credits. At least one-third of the required credits for the degree shall be in nonmajor 
areas of general or liberal studies, including the Minnesota Transfer Curriculum. At least one-
third of the required credits for the degree shall be upper division credits. Forty-five 
quarter or 30 semester credits shall be taught by the faculty recommending the award of the 
degree. This requirement may be decreased upon recommendation of the faculty. The 
Chancellor or designee must approve credit lengths which exceed 192 quarter or 128 semester 
credits. If a student completes two majors, one of which would lead to a B.S. and the other to a 
B.A., the student may choose the primary major and thus the degree designation. 
• The Bachelor of Arts (B.A.) shall represent a general liberal arts degree with a major 
in the liberal or fine arts areas. 
• The Bachelor of Science (B.S.) shall represent a degree with a major in other than the 
liberal or fine arts, or in a professional, licensurable, or certified program of studies. 
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•  T h e  B o a r d  o f  T r u s t e e s  m a y  a l s o  c o n s i d e r  p r o g r a m s  c u l m i n a t i n g  i n  m o r e  s p e c i f i e d  
b a c h e l o r ' s  d e g r e e s  s u c h  a s  t h e  B a c h e l o r  o f  M u s i c  ( B . M u s . ) ,  B a c h e l o r  o f F i n e  A r t s  
( B . F . A . ) ,  t h e  B a c h e l o r  o f E l e c t i v e  S t u d i e s  ( B . E . S . ) ,  t h e  B a c h e l o r  o f  S o c i a l  W o r k  
( B . S . W . ) ,  o r  t h e  B a c h e l o r  o f N u r s i n g  ( B . S . N . ) .  
[ D a t e  o f  i m p l e m e n t a t i o n :  A u g u s t  1 5 ,  1 9 9 8 ]  
C H A N G E  O F  G R A D E  
A n y  c h a n g e  o f  a  g r a d e  o n  t h e  o f f i c i a l  g r a d e  r e p o r t  m u s t  b e  m a d e  b y  t h e  i n s t r u c t o r ,  w h o  s u b m i t s  a  
c h a n g e  o f  g r a d e  f o r m  t o  t h e  a p p r o p r i a t e  a c a d e m i c  d e a n .  S e e  a l s o  G r a d e  A p p e a l  P r o c e d u r e .  
[ M & C  5 / 1 5 / 9 2 ]  
C H E A T I N G  I N  T H E  C L A S S R O O M  
C o u r s e  i n s t r u c t o r s  s h o u l d  t a k e  a l l  r e a s o n a b l e  m e a s u r e s  t o  p r e v e n t  a c a d e m i c  d i s h o n e s t y .  W h e n  
t h e  i n s t r u c t o r  h a s  c o n v i n c i n g  e v i d e n c e  o f  c h e a t i n g ,  i n c l u d i n g  p l a g i a r i s m ,  t h e  f o l l o w i n g  a c t i o n s  
m a y  b e  t a k e n :  
1 .  A s s i g n  a  f a i l i n g  g r a d e  t o  t h e  p a p e r ,  e x a m i n a t i o n ,  r e p o r t ,  e t c . ,  o n  w h i c h  t h e  s t u d e n t  c h e a t e d .  
2 .  A s s i g n  a  f a i l i n g  g r a d e  f o r  t h e  c o u r s e  i n  w h i c h  t h e  s t u d e n t  c h e a t e d .  
I n  e i t h e r  c a s e ,  t h e  i n s t r u c t o r  m u s t  i n f o r m  t h e  s t u d e n t  a n d ,  m a y ,  b u t  i s  n o t  r e q u i r e d  t o ,  r e p o r t  t h e  
o f f e n s e  a n d  h i s / h e r  a c t i o n  t o  a n y  o r  a l l  o f  t h e  f o l l o w i n g :  t h e  R e g i s t r a r ,  t h e  f a c u l t y  d e a n ,  t h e  V i c e  
P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s ,  a n d  t h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s .  I f  t h e  o f f e n s e  i s  
r e p o r t e d ,  t h e  s t u d e n t  m u s t  b e  n o t i f i e d  s i m u l t a n e o u s l y .  
I f  t h e  i n s t r u c t o r  f e e l s  t h e  s e r i o u s n e s s  o f  t h e  o f f e n s e  w a r r a n t s  a  m o r e  s e v e r e  p e n a l t y ,  o r  i f  h e / s h e  
b e l i e v e s  i t  i s  a p p r o p r i a t e  t o  d o  s o  f o r  a n y  o t h e r  r e a s o n ,  t h e  i n c i d e n t  m a y  b e  r e p o r t e d  t o  t h e  
S t u d e n t  C o n d u c t  C o m m i t t e e  t h r o u g h  t h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s .  T h e  i n s t r u c t o r ' s  
r e p o r t  m u s t  b e  i n  w r i t i n g  a n d  b e  a c c o m p a n i e d  b y  e v i d e n c e .  A f t e r  i t s  s t u d y  o f  t h e  c a s e ,  t h e  
S t u d e n t  C o n d u c t  C o m m i t t e e  m a y  t a k e  d i s c i p l i n a r y  a c t i o n ,  i n c l u d i n g  s u s p e n s i o n  o r  e x p u l s i o n  
f r o m  t h e  U n i v e r s i t y .  
A n y  s t u d e n t  w h o  h a s  b e e n  a c c u s e d  o f  c h e a t i n g  h a s  t h e  r i g h t  t o  a p p e a l  t o  h i s / h e r  a d v i s o r ,  t h e  
d e p a r t m e n t  c h a i r p e r s o n ,  t h e  f a c u l t y  d e a n ,  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  a n d ,  
u l t i m a t e l y ,  t o  t h e  P r e s i d e n t  o f t h e  U n i v e r s i t y .  [ M & C  5 / 1 5 / 9 2 ]  
C L A S S  L I S T S  
T h r e e  c l a s s  l i s t s  a r e  s e n t  f r o m  t h e  R e c o r d s  O f f i c e  t o  d e p a r t m e n t  c h a i r p e r s o n s  f o r  d i s t r i b u t i o n  t o  
f a c u l t y  e a c h  t e r m .  C l a s s  l i s t s  a r e  a l s o  a v a i l a b l e  o n  m i c r o c o m p u t e r  d i s k s .  A  p r e l i m i n a r y  l i s t  i s  
s e n t  p r i o r  t o  t h e  f i r s t  w e e k  o f  c l a s s e s ,  a  s e c o n d  l i s t  ( a f t e r  a d d i t i o n s  a n d  d r o p s )  i s  d i s t r i b u t e d  
d u r i n g  t h e  s e c o n d  w e e k  o f  c l a s s e s ,  a n d  t h e  f i n a l  l i s t  ( f o r  r e p o r t i n g  g r a d e s )  i s  s e n t  p r i o r  t o  f i n a l  
e x a m s .  [ M & C  5 / 1 5 / 9 2 ]  
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CLASS PERIODS 
The daily/weekly class schedule is based primarily on three- and four-credit hour blocks. There 
are a number of restrictions which are in place to accommodate students who take a mixture of 
three- and four-credit classes. 
Three-Credit Classes 
Three-credit classes are held on Monday-Wednesday-Friday (MWF) or on Tuesday-Thursday 
(TH). On MWF class periods are 50 minutes long and begin on the hour. Classes which start at 
3:00 or 4:00 may meet on MW only, in which case class periods are 75 minutes long. One 
exception is the 1:00 hour during which 1 00-level classes cannot be scheduled. On TH class 
periods are 75 minutes long and begin at 8:00, 9:30, 11:00, 12:30, 2:00, and 3:30. 
Four-Credit Classes 
Four-credit classes may be scheduled on a MWF orTH basis, like three-credit classes, or they 
can be scheduled four days per week. Designated MWF time slots are 70 minutes long and begin 
at 7:30, 12:00, 1:30, and 3:00. With permission from the Academic Vice President, only 100-
level classes can be scheduled to begin at 9:00 on MWF. Four-credit TH class periods are 100 
minutes long and begin on even hours (8:00, 10:00, 12:00, and 2:00). Classes scheduled four 
days per week meet for 50 minutes each day and are restricted to these start times: 8:00, 10:00, 
11:00, 2:00, and 4:00; 1:00 may be used for any class above the 1 00-level. 
Laboratories 
Labs which meet for three clock hours each week may be scheduled any day of the week. 
Monday, Wednesday, or Friday labs should meet 12:00-2:50 or 3:00-5:50. On Tuesday or 
Thursday, labs are to begin at these times: 8:00, 11:00, or 2:00. Shorter labs may be scheduled, 
as well, but they should not cross more than two existing time slots on the 3- or 4-credit standard 
schedule. 
One- and Two-Credit Classes 
Classes may be scheduled on either a full-semester or a half-semester basis. Full semester 
scheduling must be in keeping with the established 3- and 4-credit class periods. Two-credit 
half-semester classes must be scheduled like four-credit classes (see above). One-credit half-
semester classes should be scheduled within the established 3- or 4-credit time slots. 
Evening Classes 
Evening classes begin after 4:00 PM and may be scheduled in whatever way the faculty member 
chooses. Three credit classes must meet for a total of 150 minutes of actual instructional time 
each week, and four-credit classes must be scheduled to meet for 200 minutes of instructional 
time each week. 
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D a i l y  S c h e d u l i n g  O p t i o n s :  
T I M E  3 - C r e d i t  4 - C r e d i t  
4 - C r e d i t  3 - C r e d i t  
4 - C r e d i t  
M W F O p t i o n  M W F O p t i o n  
M W F & m  m O p t i o n  
T H E  O p t i o n  
O p t i o n  
7 : 0 0 a . m  
7 : 3 0 a . m .  
8 : 0 0 a . m .  8 : 0 0 - 8 : 5 0  
8 : 0 0 - 8 : 5 0  8 : 0 0 - 9 : 1 5  
8 : 0 0 - 9 : 4 0  
9 : 0 0 a . m .  9 : 0 0 - 9 : 5 0  9 0 0 - 1 0 : 0 0 *  N O T  A V A I L A B L E  
( 1 0 0 - l e v e l  o n l y )  
9 : 3 0 - 1 0 : 4 5  
1 0 : 0 0  a . m .  1 0 : 0 0 - 1 0 : 5 0  N O T  1 0 : 0 0 - 1 0 : 5 0  
1 0 : 0 0 - 1 1 : 4 0  
A V A I L A B L E  
1 1 : 0 0  a . m .  
1 1 : 0 0 - 1 1 : 5 0  
1 1 : 0 0 - 1 1 : 5 0  
1 1 : 0 0 - 1 2 : 1 5  
1 2 : 0 0  p . m .  1 2 : 0 0 - 1 2 : 5 0  1 2 : 0 0 - 1 : 1 0  
N O T  A V A I L A B L E  1 2 : 0 0 - 1 : 4 0  
1 2 : 3 0 - 1 : 4 5  
1 : 0 0  p . m  1 : 0 0 - 1 : 5 0  1 : 0 0 - 1 : 5 0  
( N o t  1 0 0 - l e v e l )  1 : 3 0 - 2 : 4 0  
( N o t  1 0 0 - l e v e l )  
2 : 0 0 p . m .  
2 : 0 0 - 2 : 5 0  
2 : 0 0 - 2 : 5 0  2 : 0 0 - 3 : 1 5  
3 : 0 0 p . m .  
3 : 0 0 - 3 : 5 0  3 : 0 0 - 4 : 1 0  
N O T  A V A I L A B L E  
( o r  t o  4 : 1 5  M W )  
3 : 3 0 - 4 : 4 5  
4 : 0 0 p . m .  4 : 0 0 - 4 : 5 0  4 : 0 0 - 4 : 5 0  
4 : 0 0 - 5 : 4 0  
4 : 3 0 - 6 : 1 0  ( M W )  
( m a y  u s e  M W H )  
5 : 0 0 p . m .  
6 : 0 0 p . m .  
7 : 0 0 p . m .  A n y  e v e n i n g  A n y  e v e n i n g  
A n y  e v e n i n g  A n y  e v e n i n g  
6 : 3 0 - 9 : 0 0  
6 : 3 0 - 9 : 5 0  
6 : 3 0 - 9 : 0 0  6 : 3 0 - 9 : 5 0  
( w i t h o u t  b r e a k s )  ( w i t h o u t  b r e a k s )  
( w i t h o u t  b r e a k s )  ( w i t h o u t  b r e a k s  
8 : 0 0 p . m .  
9 : 0 0 p . m .  
1 0 : 0 0  p . m .  
S c h e d u l i n g  R e s t r i c t i o n s :  
1 .  D e p a r t m e n t s  a r e  r e s p o n s i b l e  f o r  s c h e d u l i n g  c l a s s e s  i n  a  w a y  t h a t  e f f i c i e n t l y  u s e s  a s s i g n e d  
c l a s s r o o m  s p a c e .  
2 .  D e p a r t m e n t s  a r e  r e s p o n s i b l e  f o r  s c h e d u l i n g  c l a s s e s  i n  a  w a y  t h a t  u s e s  s t u d e n t  t i m e  w i s e l y  a n d  
e f f i c i e n t l y ,  a s  w e l l .  
3 .  D e p a r t m e n t s  m u s t  u s e  a l l  f i v e  d a y s  o f  t h e  w e e k  f o r  s c h e d u l i n g  c o u r s e s ,  w i t h  a  p r o p o r t i o n  o f  
c l a s s e s  m e e t i n g  o n  M W F  a n d  a  p r o p o r t i o n  m e e t i n g  o n  T H .  
4 .  C o u r s e s  s h o u l d  b e  s c h e d u l e d  i n  e v e n i n g  h o u r s  o n  a  r o t a t i n g  b a s i s  s o  a  b r o a d  c r o s s - s e c t i o n  o f  
t h e  c u r r i c u l u m  i s  o f f e r e d  b y  t h e  d e p a r t m e n t .  
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5. While no mandated open time is included in the schedule, Friday afternoons (from 3:00 to 
5:00) will generally be available for faculty and student meetings and for university-wide 
colloquia. 
6. Academic Deans are responsible for monitoring adherence to these criteria. Variations may 
be approved only by the Associate Academic Vice President. 
7. The 9:00-10:10 a.m., MWF option is available only for 100-level 4-credit courses, and they 
can only be scheduled with the concurrence of the Vice President for Academic Affairs. 
[Approved by President Barden 1/23/95] 
CONFIDENTIAL RECORDS 
Confidential information about students at Moorhead State University is maintained in several 
offices. Such reports are on file only when students have utilized the services of such offices and 
are solely for the purposes of maintaining essential records, providing required reports to 
governmental agencies, and furnishing services to students. Further information is contained in 
the Family Educational Rights and Privacy Act (FERPA) section. 
CONTINUING STUDIES 
The Moorhead State mission statement refers to "learners all their lives," and MSU goal number 
6 is to "provide services to the region through appropriate outreach programs." Continuing 
Studies is designed to help departments implement this part of the mission statement. A variety 
of courses, workshops, and other types of offerings are provided in our service region in order to 
meet the needs of our communities. 
Constituents' needs may include regular curriculum classes for adults seeking degrees, in-service 
education for professionals or civic leaders in the region, or enrichment opportunities for citizens 
of the community. It is important that offerings be appropriate for university sponsorship in 
terms of content and rigor. 
Continuing Studies serves university needs by providing an effective means for organizing and 
approving courses and workshops, especially when it is important to move quickly, because the 
opportunity is current. Continuing Studies offerings require academic approval, but do not go 
through the curriculum development and review process that permanent parts of the curriculum 
do. In order for Moorhead State to be known as an institution which is on top of new trends in 
the professions, workshops or conferences about those trends are important, but seldom is there 
time for APAC scrutiny. If the content of the course or workshop is to become part of the 
permanent curriculum, then it will follow the usual channels for approval. In addition to new 
trends, other kinds of opportunities may occur, such as a visiting artist, or a specific request from 
professional groups, local companies, or community organizations. 
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E l i g i b l e  C u r r i c u l a  
A n y  o f f - c a m p u s  c o u r s e ,  c r e d i t  o r  n o n - c r e d i t ,  i s  o f f e r e d  t h r o u g h  C o n t i n u i n g  S t u d i e s .  
O n - c a m p u s  C o n t i n u i n g  S t u d i e s  c o u r s e s  s h o u l d  n o t  c o m p e t e  w i t h  r e g u l a r  d e p a r t m e n t a l  c o u r s e  
o f f e r i n g s .  D e p a r t m e n t a l  a l l o c a t i o n s  s u p p o r t  n o r m a l  d e p a r t m e n t a l  c o u r s e  o f f e r i n g s ,  w h i l e  f a c u l t y  
s a l a r i e s  f o r  o f f - c a m p u s  c o u r s e s  a n d  f o r  a p p r o p r i a t e  o n - c a m p u s  o f f e r i n g s  a r e  p a i d  f r o m  t h e  
C o n t i n u i n g  S t u d i e s  b u d g e t .  
T h e r e  a r e  t w o  s p e c i a l  c a s e s  w h i c h  a r e  e x c e p t i o n s  t o  t h i s  p o l i c y .  S a t u r d a y  p a c k a g e d  c o u r s e s  a r e  
c o u r s e s  f r o m  t h e  r e g u l a r  c u r r i c u l u m  w h i c h  a r e  t a u g h t  i n  t h i s  p a r t i c u l a r  f o r m a t .  T h e  H u m a n  
R e l a t i o n s  c o u r s e ,  E d  4 0 8 ,  i s  a n o t h e r  s p e c i a l  c a s e ,  b e c a u s e  t h e  a u d i e n c e  f o r  t h i s  c o u r s e  i s  n o t  t h e  
r e g u l a r  s t u d e n t  b o d y .  
N u m b e r i n g  C o n t i n u i n g  S t u d i e s  C o u r s e s  a n d  W o r k s h o p s  
I n  o r d e r  t o  d i f f e r e n t i a t e  d e p a r t m e n t a l  o f f e r i n g s  f r o m  C o n t i n u i n g  S t u d i e s  o f f e r i n g s ,  C o n t i n u i n g  
S t u d i e s  c o u r s e s  c a r r y  n u m b e r s  e n d i n g  i n  8 9  ( s u c h  a s  1 8 9 ,  2 8 9 ,  3 8 9 ,  o r  4 8 9 )  a n d  w o r k s h o p s  c a r r y  
n u m b e r s  e n d i n g  i n  9 9 .  B e c a u s e  o f  t h i s  p r a c t i c e ,  a d v i s o r s  r e a d i n g  t r a n s c r i p t s  c a n  i d e n t i f y  
C o n t i n u i n g  S t u d i e s  c o u r s e s ,  w h i c h  i n  n e a r l y  a l l  c a s e s  h a v e  n o t  b e e n  s u b j e c t  t o  A P  A C  r e v i e w ,  b u t  
a p p r o v e d  o n l y  b y  t h e  a c a d e m i c  d e p a r t m e n t  a n d  d e a n .  
C o n t a c t  H o u r s  
F o r  c o u r s e s ,  a t  l e a s t  1 5  c o n t a c t  h o u r s  p e r  c r e d i t  m u s t  b e  s c h e d u l e d .  
F o r  w o r k s h o p s ,  t h e  f o l l o w i n g  a p p l i e s :  
1 .  T h e r e  m u s t  b e  a  m i n i m u m  o f  1 8  c o n t a c t  h o u r s  p e r  c r e d i t  o f f e r e d .  
2 .  A  o n e - c r e d i t  w o r k s h o p  m u s t  n o t  t a k e  p l a c e  w i t h i n  a  s i n g l e  d a y .  
3 .  A  m a x i m u m  o f  2  c r e d i t s  m a y  b e  o f f e r e d  w i t h i n  o n e  c a l e n d a r  w e e k .  
4 .  A  m a x i m u m  o f  4  c r e d i t s  m a y  b e  o f f e r e d  w i t h i n  a  t w o  w e e k  p e r i o d .  
5 .  F o r  w o r k s h o p s  o r  c o u r s e s  i n  w o r k s h o p  f o r m a t  l a s t i n g  l o n g e r  t h a n  2  w e e k s ,  t h e  1 5  h o u r s  p e r  
c r e d i t  p o l i c y  a p p l i e s .  
W h a t  i s  t h e  d i f f e r e n c e  b e t w e e n  a  c o u r s e  a n d  a  w o r k s h o p ?  W h e n  i t  m e e t s  o n e  o r  m o r e  t i m e s  p e r  
w e e k ,  o v e r  t h e  l e n g t h  o f  a  t e r m ,  i t  i s  c l e a r l y  a  c o u r s e .  W h e n  i t  m e e t s  t w o  S a t u r d a y s  f r o m  8 : 0 0  
A . M .  t o  4 : 0 0 P . M . ,  i t  i s  c l e a r l y  a  w o r k s h o p .  M a n y  v a r i a t i o n s  o f  f o r m a t  a r e  p o s s i b l e ,  a n d  
s o m e t i m e s  i t  i s  u n c l e a r  w h e t h e r  t h e  o f f e r i n g  i s  a  c o u r s e  o r  a  w o r k s h o p .  T h e r e  m u s t  b e  t i m e  f o r  
s t u d e n t s  t o  r e a d ,  r e f l e c t ,  a n d  a s s i m i l a t e  m a t e r i a l  b e t w e e n  c l a s s  s e s s i o n s  i n  o r d e r  t o  s c h e d u l e  t h e  
1 5  h o u r s  p e r  c r e d i t  o f  c o n t a c t  t i m e  t h a t  a  c o u r s e  r e q u i r e s .  W h e n  m o r e  h a n d s - o n  a c t i v i t i e s  a r e  
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planned and somewhat less outside-of-class studying is expected, the 18 hours per credit of 
contact time should be scheduled. 
Salaries 
Faculty are paid according to the IFO contract. Low enrollment in a class (less than 15 students) 
may require cancellation of the class. Occasionally it is advantageous to continue the class with 
low enrollment and pro-rate the salary, based on the number of registrations, dependent on 
mutual agreement between the faculty member and the Director of Continuing Studies. 
The contract does not address faculty salary for non-credit offerings, and market value applies in 
these situations. 
The IFO contract stipulates that faculty should teach no more than 4 credits of overload in an 
academic year, and that those hired as adjunct faculty shall not teach more than 10 credits in that 
status during an academic year. 
Scheduling 
On-campus credit-based Continuing Studies courses must meet after 4:00p.m. This requirement 
does not apply to off-campus offerings, to non-credit workshops, or to summer courses and 
workshops. 
Graduate Level Offerings 
Six- and seven- hundred-level courses should not be offered through Continuing Studies, except 
under unusual circumstances. The recommendation of the appropriate academic dean is 
required. 
Service Region 
Off-campus courses are not offered outside of Moorhead State's geographical area as identified 
by agreement with the other state universities. This is an informal agreement which avoids 
competition for students in areas which produce low enrollments. A map of this territory is in 
the Continuing Studies office. On rare occasions we offer courses outside of MSU's area with 
the permission of the Continuing Education Director in the other area, and on rare occasions 
other state universities will offer courses in MSU's area. Generally this is done when one 
university is offering a course that the other university does not offer or have faculty to teach. 
As a courtesy to community colleges we do not duplicate their course offerings in their location. 
Non-Credit Offerings 
Non-credit offerings take a variety of forms such as workshops, seminars, tours, etc. We can be 
quite flexible, but activities must meet MSU's academic standards and promote a positive 
institutional image. Scheduling may be independent of the academic calendar. 
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C o s t s  t o  p a r t i c i p a n t s  a r e  b a s e d  o n  e x p e n s e s  n e e d e d  t o  c o n d u c t  t h e  c o u r s e  o r  w o r k s h o p ,  s u c h  a s  
p r e s e n t e r ' s  f e e ,  t r a n s p o r t a t i o n  a n d  l o d g i n g  f o r  t h e  p r e s e n t e r ,  r e f r e s h m e n t s  p r o v i d e d ,  m a t e r i a l s  
n e e d e d ,  a d m i n i s t r a t i v e  f e e s ,  e t c .  A d m i n i s t r a t i v e  f e e s  a r e  u s u a l l y  $ 5 . 0 0  p e r  p e r s o n  a t t e n d i n g ,  
a l t h o u g h  t h e r e  c a n  b e  e x c e p t i o n s  t o  t h i s .  F o r  i n s t a n c e ,  s o m e t i m e s  i t  i s  d e s i r a b l e  t o  b r i n g  h i g h  
s c h o o l  s t u d e n t s  o n  c a m p u s  f o r  t h e  l o w e s t  p o s s i b l e  c o s t  b e c a u s e  r e c r u i t m e n t  m a y  b e  a  f r i n g e  
b e n e f i t .  O t h e r  g r o u p s  u s e  l a r g e r  t h a n  a v e r a g e  a m o u n t s  o f  u n i v e r s i t y  r e s o u r c e s  a n d  o u g h t  t o  p a y  
m o r e  t h a n  $ 5 . 0 0  p e r  p e r s o n .  
B u d g e t  
A  b u d g e t  m u s t  b e  p l a n n e d  f o r  n o n - c r e d i t  o f f e r i n g s  a n d  f o r  a n y  c r e d i t  o f f e r i n g  w h i c h  i n v o l v e s  
e x p e n s e s  o v e r  a n d  a b o v e  t u i t i o n .  A t  t h e  e n d  o f  t h e  w o r k s h o p  o r  c o u r s e ,  a  b u d g e t  r e p o r t  m u s t  b e  
f i l e d  i n  t h e  C o n t i n u i n g  S t u d i e s  o f f i c e .  
E v a l u a t i o n s  
M e t h o d s  o f  e v a l u a t i o n  w i l l  v a r y  w i t h  t h e  t y p e  o f  o f f e r i n g .  F a c u l t y  a n d  d e p a r t m e n t s  s h o u l d  r e l y  
o n  f o r m s  a n d  s t r a t e g i e s  a v a i l a b l e  t o  t h e m  f o r  a p p r o p r i a t e  e v a l u a t i o n .  A t  t h e  e n d  o f  t h e  c o u r s e  o r  
w o r k s h o p ,  t h e s e  e v a l u a t i o n s  s h o u l d  b e  r e v i e w e d  b y  t h e  p r o p e r  p e o p l e  a n d  f i l e d  f o r  f u t u r e  
r e f e r e n c e .  
P r o c e s s  F o r  P l a n n i n g  a n d  A p p r o v a l  o f  C o n t i n u i n g  S t u d i e s  O f f e r i n g s  
T h e  s a m e  p l a n n i n g  a n d  a p p r o v a l  p r o c e s s  i s  f o l l o w e d  f o r  b o t h  c r e d i t  a n d  n o n - c r e d i t  c o u r s e s  a n d  
w o r k s h o p s .  T h e  c r i t e r i a  f o r  a p p r o v a l  m a y  b e  d i f f e r e n t ,  b u t  t h e  p r o c e s s  i s  t h e  s a m e .  
1 .  D i s c u s s i o n  i s  h e l d  a m o n g  i n t e r e s t e d  p a r t i e s  a s  t o  t h e  n e e d  a n d  d e s i r a b i l i t y  o f  a  p a r t i c u l a r  
o f f e r i n g  a n d  t h e  l o c a t i o n  a n d  t i m e  i t  m i g h t  b e  o f f e r e d .  I n t e r e s t e d  p a r t i e s  i n c l u d e  f a c u l t y  
m e m b e r s  w h o  m i g h t  t e a c h  s u c h  a  c o u r s e ,  t h e  c h a i r  a n d  t h e  d e a n  o f  t h e  d e p a r t m e n t  i n v o l v e d ,  
a n d  c o n s t i t u e n t s  w h o  m i g h t  t a k e  t h e  c o u r s e  o r  w o r k s h o p .  T h e  p r e l i m i n a r y  c o u r s e  p r o p o s a l  
f o r m  i s  u s e d  a t  t h i s  t i m e .  I t  i s  i m p o r t a n t  t o  b e  a w a r e  o f  w o r k l o a d  r e q u i r e m e n t s  e a r l y  i n  t h e  
p l a n n i n g  s t a g e s .  
2 .  W h e n  p r e l i m i n a r y  a p p r o v a l  h a s  b e e n  g r a n t e d ,  t h e  f a c u l t y  m e m b e r  c o m p l e t e s  a  c o u r s e  
p r o p o s a l  f o r m  ( W  - 7 0 ) .  T h e  i t e m s  o n  t h i s  f o r m  i n c l u d e  a  d e s c r i p t i o n  o f  t h e  c o u r s e ,  t h e  
d a t e s ,  t i m e ,  n u m b e r  o f  c r e d i t s ,  e t c .  W h e n  a p p r o v e d ,  t h i s  f o r m  s e r v e s  a s  a  c o n t r a c t ,  a n d  
i n f o r m a t i o n  f o r  p a y r o l l  f o r m s  i s  t a k e n  f r o m  t h e  W - 7 0  f o r m s .  I n  a d d i t i o n ,  t h e  c l a s s  
s c h e d u l e  i s  t a k e n  f r o m  t h e  c o u r s e  p r o p o s a l ,  a n d  d e a n s  a n d  d e p a r t m e n t  c h a i r s  u s e  t h e i r  
c o p i e s  f o r  k e e p i n g  r e c o r d s  o f  f a c u l t y  o v e r l o a d s  a n d  a d j u n c t  f a c u l t y  l o a d s .  B e c a u s e  o f  t h i s ,  
a  c o u r s e  p r o p o s a l  f o r m  m u s t  b e  c o m p l e t e d  f o r  e a c h  c l a s s  t a u g h t ,  e v e n  i f  t h e  c o u r s e  h a s  
b e e n  a p p r o v e d  s e v e r a l  t i m e s  b e f o r e .  
3 .  I f  t h e  i n s t r u c t o r  i s  n o t  a  m e m b e r  o f  t h e  M o o r h e a d  S t a t e  f a c u l t y ,  h e / s h e  m u s t  c o m p l e t e  t h e  
S t a n d a r d  F a c u l t y  A p p l i c a t i o n  f o r m  i n  a d d i t i o n  t o  t h e  c o u r s e  p r o p o s a l  f o r m .  
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4. The course proposal is reviewed by a departmental committee. This committee considers 
whether or not the course is appropriate for the university to offer, if the content is 
sufficient academically, and if the content warrants the number of credits listed. If the 
instructor is adjunct faculty, this committee must also review that person's qualifications. 
When the course is approved, the course proposal form is signed by the department chair. 
If the course is not approved, a memo must be attached to the course proposal form listing 
the reasons for non-approval. Occasionally the chair signs the form without consulting a 
departmental committee when the course is routine or was approved on previous occasions. 
5. After signing the course proposal form, the department chair sends it to the Director of 
Continuing Studies, who forwards the form to the dean of the appropriate area. If the dean 
approves, the form returns to the Director of Continuing Studies. If the dean does not 
approve the course, a memo of non-approval is attached. 
6. If the course carries graduate credit, the course proposal form is sent to the Dean of 
Academic Services for approval. If the dean approves the course, he/she signs it and 
returns it to the Director of Continuing Studies. If the dean does not approve the course, 
notation of non-approval is attached. 
7. The course proposal is signed by the Director of Continuing Studies. 
8. Copies of the form are distributed to the faculty member, the department chair, the 
appropriate academic dean, and the Continuing Studies office. 
9. Continuing Studies publicizes courses and workshops in the semester class schedule. 
Occasionally additional promotion, such as a flyer or leaflet, is disseminated. The 
schedule is taken from the course proposal forms, so only courses that have been approved 
will be included. The schedule must be printed early in the term for distribution about 
mid-semester so that students may plan. Course offerings that are not planned at least one 
semester prior to the term they are taught cannot be well publicized. [M&C 5/15/92] 
COURSE OFFERINGS 
Schedules of courses to be offered are prepared by the departments, subject to approval by the 
faculty dean, and submitted to the Registrar. Course schedules for summer sessions are requested 
about December 1 by the Dean of Academic Services. [M&C 5/15/92] 
CREDIT BY DEPARTMENTAL EXAMINATION 
(CHALLENGE OF MSU COURSES) 
A student may challenge a course at Moorhead State University through an examination for 
credit if (1) the course can be properly evaluated on the basis of such an examination, (2) the 
appropriate department chairperson gives approval, and (3) the required fee ($7.50 per credit 
sought) is paid in advance to the Business Office. The application form for challenge 
examinations is available in the Office of Academic Affairs. After the examination is completed 
and evaluated, a grade of Pass (S) or Fail (F) and the appropriate credits are recorded on the form 
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w h i c h  i s  t h e n  f o r w a r d e d  t o  t h e  d e p a r t m e n t  c h a i r p e r s o n  a n d  A c a d e m i c  A f f a i r s  O f f i c e  f o r  
a p p r o v a l .  
I f  t h e  s t u d e n t  r e c e i v e s  a  P a s s  g r a d e ,  t h e  c r e d i t  i s  p l a c e d  o n  h i s / h e r  p e r m a n e n t  r e c o r d .  I f  h e / s h e  
f a i l s  t h e  e x a m i n a t i o n ,  t h e  f o r m  i s  p l a c e d  i n  h i s / h e r  f i l e  b u t  n o t  e n t e r e d  o n  h i s / h e r  t r a n s c r i p t .  
C r e d i t  m a y  n o t  b e  g r a n t e d  b y  e x a m i n a t i o n  i f  t h e  s t u d e n t  h a s  p r e v i o u s l y ,  o r  i s  c u r r e n t l y ,  r e g i s t e r e d  
f o r  a n  e q u i v a l e n t  c l a s s .  N o  s t u d e n t  m a y  r e p e a t  a n y  e x a m i n a t i o n  f o r  c r e d i t .  [ M & C  5 / 1 5 / 9 2 ]  
C U R R I C U L U M  D E V E L O P M E N T  
C h a n g e s  i n  t h e  c u r r i c u l u m  m a y  b e  p r o p o s e d  b y  i n d i v i d u a l  f a c u l t y  m e m b e r s ,  s t u d e n t s ,  o r  
a d m i n i s t r a t o r s ,  o r  b y  d e p a r t m e n t s  o r  c o m m i t t e e s .  T h e  r o u t e  f o r  s u c h  c h a n g e s  i s  a s  f o l l o w s :  
1 .  P r o p o s a l  ( m o s t  n o r m a l l y  f r o m  a n  a c a d e m i c  d e p a r t m e n t )  t o  t h e  f a c u l t y  d e a n .  
2 .  R e v i e w  a n d  r e c o m m e n d a t i o n  b y  t h e  d e a n  f r o m  w h o s e  a r e a  p r o p o s a l  o r i g i n a t e d .  
3 .  L i b e r a l  S t u d i e s  C o m m i t t e e  r e v i e w  a n d  r e c o m m e n d a t i o n ,  i f  c o u r s e  i s  p r o p o s e d  f o r  l i b e r a l  
s t u d i e s  c r e d i t .  
4 .  G r a d u a t e  C o u n c i l  r e v i e w  a n d  r e c o m m e n d a t i o n ,  i f  a p p l i c a b l e .  
5 .  R e v i e w  a n d  r e c o m m e n d a t i o n  b y  t h e  A c a d e m i c  P o l i c y  A d v i s o r  C o u n c i l  ( A P A C ) .  
6 .  E x e c u t i v e  C o u n c i l  M S U F  A  h a s  o p p o r t u n i t y  t o  e x e r c i s e  o p t i o n  o f  M e e t  a n d  C o n f e r .  
7 .  R e v i e w  a n d  r e c o m m e n d a t i o n  b y  A d m i n i s t r a t i v e  A c a d e m i c  C o u n c i l  ( A A C ) .  
8 .  F i n a l  d e t e r m i n a t i o n  b y  t h e  P r e s i d e n t .  
F o r m s  f o r  n e w  c o u r s e  a n d  n e w  p r o g r a m  p r o p o s a l s  a r e  a v a i l a b l e  f r o m  t h e  A c a d e m i c  A f f a i r s  
O f f i c e .  [ M & C  5 / 1 5 / 9 2 ]  
D E P A R T M E N T A N N U A L P R O G R E S S R E P O R T S  
T h e  A n n u a l  R e p o r t  i s  t o  b e  a  r e f l e c t i o n  o f  h o w  t h e  d e p a r t m e n t  h a s  p r o g r e s s e d  i n  m e e t i n g  g o a l s  o f  
t h e  u n i v e r s i t y  a n d  t h e  d e p a r t m e n t .  P r e p a r i n g  t h e  r e p o r t  r e q u i r e s  i n t e g r a t i o n  o f  t h e  
d e p a r t m e n t ' s  f i v e - y e a r  r e v i e w ,  a n n u a l  g o a l s ,  a n d  r e s u l t s  o f  t h e  d e p a r t m e n t ' s  a s s e s s m e n t  
p l a n .  T h e  r e p o r t  i s  i n t e n d e d  t o  r e f l e c t  d e p a r t m e n t a l  d i s c u s s i o n  a n d  i n p u t  a n d  s h o u l d  n o t  b e  
w r i t t e n  b y  t h e  c h a i r  a l o n e .  
F i v e - Y e a r  P r o g r a m  R e v i e w s .  T h e  f i v e - y e a r  r e v i e w  c y c l e  w a s  d e s i g n e d  t o  e n c o u r a g e  d e p a r t m e n t s  
t o  e v a l u a t e  w h a t  t h e y  d o  a n d  h o w ,  t o  e v a l u a t e  p r o g r e s s  t o w a r d  g o a l s ,  a n d  t o  r e d e f i n e  d e p a r t m e n t  
g o a l s  a n d  p r i o r i t i e s ,  a s  a p p r o p r i a t e .  T h e  g u i d e l i n e s  f o r  p o s t - r e v i e w  f o l l o w - u p  r e q u i r e  t h a t  t h e  
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department articulate long-range goals for the five years following the review and develop a set 
of annual short-range steps for accomplishing those goals. Each year these goals are to be 
reviewed, and a new set of short-range objectives developed. 
Assessment Plans. Each department is to prepare a set of student outcomes (goals) for each 
major and a plan for assessing attainment of these outcomes. In addition, the assessment plan 
may include measures of student satisfaction and other departmental goals as desired 
Strategic Planning. The university began campus-wide strategic planning during the 1996-97 
academic year. The departmental annual reports should contain the kind of information needed 
for planning. 
Contents of the Annual Report 
While the Annual Report may include supporting data, as appendices, the body of the report 
should be focused on summarizing and evaluating departmental activities; a "laundry list" of 
activities is not acceptable. This report should be of a manageable length (1 0 to 15 double-
spaced pages) so that it will be read and can be used for campus-wide planning and reporting. 
(Please do not bind the report.) It should answer the questions contained in the outline, which is 
available in the Data General public drawer Department Annual Report, 95-96. 
Distribution of Departmental Annual Reports · 
Copies of the full report are to be circulated within the department and submitted to both the 
Dean and Academic Vice President by September 15. After the reports are read and discussed 
by the Academic Affairs Council, the Dean will meet with the department to discuss the report. 
The Vice President will be invited to this meeting, as well. [APAC 10/03/95] 
EVENING COURSES 
Each evening course is required to meet at its regularly scheduled times throughout the term. 
The normal number of meeting times is 16, but under no circumstances may a class meet fewer 
than 15 times. The class must meet during the "final class schedule" days. [M&C 5/15/92] 
EXAMINATIONS 
All instructors of courses are expected to evaluate effectively the performance of the students in 
their classes. However, there may be some classes where formal examinations may not be 
appropriate. Many faculty members give major examinations at approximately the middle of 
each term and again at the end of the term. Final Class Periods during the last week of the term 
are scheduled by the Registrar, and each one may last for as long as two hours. These class 
periods may not be rescheduled without the permission of the Vice President for Academic 
Affairs. 
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A l l  i n s t r u c t o r s  a r e  e x p e c t e d  t o  u t i l i z e  t h e  F i n a l  C l a s s  S c h e d u l e  f o r  i t s  i n t e n d e d  p u r p o s e ;  i . e . ,  f i n a l  
e x a m i n a t i o n s  o r  o t h e r  a p p r o p r i a t e  c l a s s r o o m  a c t i v i t y .  S t u d e n t  r e q u e s t s  f o r  e a r l y  e x a m i n a t i o n s  
d u r i n g  f i n a l  c l a s s  s c h e d u l e  m u s t  b e  r e f e r r e d  t o  t h e  a p p r o p r i a t e  d e a n  f o r  r e v i e w  a n d  a p p r o v a l .  
[ M & C  5 / 1 5 / 9 2 ]  
E X T E R N A L  S T U D I E S  
E x t e r n a l  S t u d i e s  p r o v i d e s  a  s e r v i c e  f o r  s t u d e n t s  w h o  g e n e r a l l y  c a n n o t  b e  o n  c a m p u s  r e g u l a r l y  
d u r i n g  b u s i n e s s  h o u r s  a n d  t h e r e f o r e  n e e d  s o m e  e x t r a  h e l p  i f  t h e y  a r e  t o  w o r k  o n  a  b a c h e l o r ' s  
d e g r e e .  A l m o s t  a l l  o f  t h e m  a r e  o l d e r  t h a n  a v e r a g e  s t u d e n t s .  R e s p o n s i b i l i t i e s  s u c h  a s  j o b s  a n d  
f a m i l i e s  m a k e  g o i n g  t o  c o l l e g e  a  l i t t l e  m o r e  d i f f i c u l t ,  a s  d o e s  l i v i n g  a  d i s t a n c e  f r o m  c a m p u s .  
E x t e r n a l  S t u d i e s  a d v i s o r s  s e r v e  a s  a  l i a i s o n  w i t h  t h e  c a m p u s  f o r  t h e s e  s t u d e n t s .  C o n v e n t i o n a l  
s t u d e n t s  c a n  s t o p  b y  a n  o f f i c e  o n  c a m p u s  a n d  t a k e  c a r e  o f  p r o b l e m s  a s  t h e y  c o m e  u p ,  b u t  s t u d e n t s  
w h o  c a n ' t  b e  o n  c a m p u s  d u r i n g  t h e  d a y  u n l e s s  t h e y  t a k e  t i m e  o f f  a t  w o r k  f i n d  i t  m u c h  m o r e  
d i f f i c u l t  t o  t a k e  c a r e  o f  s u c h  t h i n g s ,  a n d  l i t t l e  p r o b l e m s  m a y  b e c o m e  l a r g e  p r o b l e m s .  I n  a d d i t i o n ,  
p e o p l e  w h o  c o m e .  t o  c a m p u s  o n l y  w h e n  t h e y  h a v e  c l a s s e s  m a y  n o t  h a v e  t h e  n e t w o r k  o f  f r i e n d s  
w h i c h  h e l p s  s u p p l y  i n f o r m a t i o n  f o r  t r a d i t i o n a l  s t u d e n t s .  T h e y  c a n  c a l l  a n  E x t e r n a l  S t u d i e s  
a d v i s o r ,  w h o  m a y  b e  a b l e  t o  s o l v e  t h e  p r o b l e m  b y  c o n t a c t i n g  s o m e o n e  o n  c a m p u s  f o r  t h e  s t u d e n t ,  
o r  b y  a d v i s i n g  t h e  s t u d e n t  w h o  t o  c o n t a c t  a n d  h o w  t o  r e a c h  t h a t  p e r s o n .  
B y  v a r y i n g  t h e  d e l i v e r y  s y s t e m ,  M o o r h e a d  S t a t e  s e r v e s  n o n t r a d i t i o n a l  s t u d e n t s  w h o  a r e  w o r k i n g  
o n  b a c h e l o r ' s  d e g r e e s .  S t u d e n t s  t a k e  e v e n i n g ,  S a t u r d a y  a n d  o n e - t o - o n e  p a c k a g e d  c o u r s e s ,  a n d  
s o m e t i m e s  d a y t i m e  c l a s s e s  w h e n  t h a t  i s  p o s s i b l e .  T h e  s a m e  b a c h e l o r ' s  d e g r e e s  a w a r d e d  t o  
c o n v e n t i o n a l  s t u d e n t s  b e c o m e  m o r e  a t t a i n a b l e  t o  s t u d e n t s  w h o  m i g h t  o t h e r w i s e  f i n d  c o l l e g e  
s t u d y  u n a v a i l a b l e  t o  t h e m  f o r  n o n - a c a d e m i c  r e a s o n s .  
N o t  a l l  m a j o r s  a r e  a v a i l a b l e  t h r o u g h  e v e n i n g ,  S a t u r d a y ,  o r  o n e - t o - o n e  p a c k a g e d  c o u r s e s .  W h i l e  a  
f e w  m a j o r s  c a n  b e  c o m p l e t e d  e x t e r n a l l y ,  m o s t  c a n n o t  b e  c o m p l e t e d  w i t h o u t  d a y t i m e  c l a s s e s .  
M a n y  E x t e r n a l  S t u d i e s  s t u d e n t s  f i n d  t h a t  t h e y  c a n  t a k e  t h e  m o r e  a c c e s s i b l e  k i n d s  o f  c o u r s e s  f o r  a  
t i m e ,  b u t  t h e n  t h e y  m u s t  c o m e  o n  c a m p u s  f o r  s e v e r a l  s e m e s t e r s  o f  d a y t i m e  c l a s s e s .  I n  o t h e r  
w o r d s ,  t h e  p r o g r a m  i s  n o t  t r u l y  " e x t e r n a l "  a s  i t  i s  o n  s o m e  c a m p u s e s ,  b u t  m a n y  s t u d e n t s  f i n d  t h a t  
g e t t i n g  s t a r t e d  " e x t e r n a l l y "  i s  a  g r e a t  h e l p .  
S t u d e n t s  w h o  a r e  n o t  r o u t i n e l y  o n  c a m p u s  d u r i n g  b u s i n e s s  h o u r s ,  w h o  a r e  p r o b a b l y  m o v i n g  a t  a  
s l o w e r  p a c e ,  a n d  w h o  h a v e  s u b s t a n t i a l  r e s p o n s i b i l i t i e s  o f f  c a m p u s  n e e d  a  d i f f e r e n t  k i n d  o f  
a d v i s i n g  t h a n  c o n v e n t i o n a l  s t u d e n t s .  E x t e r n a l  S t u d i e s  a d v i s i n g  i s  d o n e  l a r g e l y  b y  m a i l  a n d  
t e l e p h o n e ,  r a t h e r  t h a n  b y  h a v i n g  s t u d e n t s  d r o p  i n  d u r i n g  p o s t e d  o f f i c e  h o u r s .  
T o  b e c o m e  a n  E x t e r n a l  S t u d i e s  m e m b e r ,  a  s t u d e n t  m u s t  f i l e  a  w r i t t e n  e d u c a t i o n a l  p l a n  
w i t h  a n  E x t e r n a l  S t u d i e s  a d v i s o r .  T h i s  p l a n  i n c l u d e s  b o t h  c o m p l e t e d  a s  w e l l  a s  p l a n n e d  
c o u r s e s  f o r  L i b e r a l  S t u d i e s ,  m a j o r ,  a n d  e l e c t i v e  p o r t i o n s  o f  a  b a c h e l o r ' s  d e g r e e .  
T r a n s c r i p t s  a n d  r e g i s t r a t i o n s  a r e  m o n i t o r e d ,  a n d  a n  a n n u a l  r e v i e w  i s  c o n d u c t e d  f o r  E x t e r n a l  
S t u d i e s  m e m b e r s .  
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One-to-one Packaged Courses 
One-to-one packaged courses allow students to complete courses with little or no classroom 
attendance. The "package" that students take home with them may include slides or tapes and a 
study guide in addition to the textbook. Exams are mailed to a suitable proctor or may be the 
take-home variety. 
Packaged courses work well for people who live a distance away from campus, have a job that 
requires traveling, or work alternative shifts. They have been a help to some, although students 
always say that coming to class is a better way to learn. 
Faculty who teach one-to-one courses are paid according to the IFO contract. The faculty 
member is responsible for putting together the package and keeping it up to date. Students 
purchase the materials in the bookstore. 
Students may register for an one-to-one packaged course at any time and have one year in which 
to complete it, although completion within the term of registration is encouraged and may be 
required for financial aid purposes. At the end of the first term, if the course has not been 
finished, a grade of "X" is recorded. If not finished by the end of the second term, an "I" replaces 
the "X." If the course is not finished after a year, the grade becomes an "F," and the student has 
to register again if he or she chooses to finish it. 
Saturday Packaged Courses 
Every term, a group of courses is offered on Saturdays with enough hours to provide some 
contact with the instructor and some group discussion or activities for students. A class with the 
full number of contact hours is better yet, but this is a good compromise scheduled to meet class 
minimums. 
Faculty who teach Saturday packaged courses are paid through Continuing Education, typically 
as an overload teaching assignment according to the contract. Faculty who teach Saturday 
packaged classes should include student assessment of these courses as a part of the faculty 
evaluation process described by the IFOIMnSCU Agreement. 
Credit For Prior Learning 
Students may apply for credits for college-level prior learning. Such learning must be 
documented and then evaluated by a Moorhead State faculty member who has expertise in that 
area. Documentation may be a portfolio, an oral interview or exam, a paper and pencil test, a 
product such as a work of art, or a demonstration or performance. When this process is 
satisfactorily completed, the credits are recorded on the student's transcript as "External Studies 
Field Experience" with an "S" grade. Students pay a fee per credit applied for. Faculty are paid 
per credit for their evaluations. Further information and the forms used for application for credit 
for prior learning are available in the External Studies office. [M&C 5/15/92] 
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F A C U L T Y - A U T H O R E D  T E X T S  
A c c o r d i n g  t o  M i n n e s o t a  L a w ,  f a c u l t y  m e m b e r s  w h o  h a v e  p u b l i s h e d  b o o k s  m a y  n o t  d e s i g n a t e  
s u c h  b o o k s  a s  r e q u i r e d  t e x t s ,  w i t h o u t  t h e  w r i t t e n  p e r m i s s i o n  o f  t h e  a p p r o p r i a t e  f a c u l t y  d e a n .  
[ M & C  5 1 1 5 / 9 2 ]  
F I N A L  T E R M  G R A D E S  
F i n a l  c l a s s  l i s t s  a r e  s e n t  t o  i n s t r u c t o r s  a p p r o x i m a t e l y  o n e  w e e k  p r i o r  t o  f i n a l  e x a m i n a t i o n s .  F i n a l  
g r a d e s  a r e  e x p e c t e d  i n  t h e  R e c o r d s  O f f i c e  a t  3  p . m .  o n  t h e  l a s t  d u t y  d a y  o f  t h e  s e m e s t e r  ( l i s t e d  o n  
c a l e n d a r ) .  I t  i s  i m p e r a t i v e  t h a t  a l l  g r a d e s  b e  i n  o n  t i m e  s o  t h a t  t h e y  c a n  b e  i n c l u d e d  i n  g r a d e  
r e p o r t s  t o  s t u d e n t s .  P a s s i n g  g r a d e s  i n c l u d e  A ,  B ,  C ,  a n d  D .  F o r  a  f a i l u r e  t h e  g r a d e  o f  " F "  i s  u s e d .  
I n c o m p l e t e  g r a d e s  m a y  b e  i n d i c a t e d ,  a s  w e l l .  S e e  p o l i c y  u n d e r  " I n c o m p l e t e  C r e d i t s . "  
[ M & C  5 / 1 5 / 9 2 ]  
F I R S T  Y E A R  E X P E R I E N C E  ( F Y E )  
T h e  F i r s t  Y e a r  E x p e r i e n c e  ( F Y E )  p r o g r a m  b e g a n  i n  1 9 9 5  o n  a n  e x p e r i m e n t a l  b a s i s .  T h e  o n e -
c r e d i t  c o u r s e  p r o v i d e s  n e w  e n t e r i n g  s t u d e n t s  w i t h  a n  i n t r o d u c t i o n  t o  t h e  d e m a n d s  a n d  c h a l l e n g e s  
o f  h i g h e r  e d u c a t i o n .  T h e  c o u r s e  i s  d e s i g n e d  t o  s t r e n g t h e n  s t u d e n t s  s u c c e s s  i n  c o l l e g e  t h r o u g h  
p e r s o n a l  a n d  a c a d e m i c  s k i l l s  d e v e l o p m e n t .  T h e  s k i l l s  i n c l u d e :  s t u d y  s k i l l s ,  n o t e t a k i n g ,  t i m e  
m a n a g e m e n t ,  c r i t i c a l  t h i n k i n g ,  c a r e e r / l i f e  p l a n n i n g ,  a n d  i n t e r p e r s o n a l  r e l a t i o n s h i p s .  
[ A P A C  4 / 1 8 / 9 5 ]  
F I V E - Y E A R  P R O G R A M  R E V I E W  
T h e  u n i v e r s i t y  h a s  e s t a b l i s h e d  a  f i v e - y e a r  c y c l e  o f  r e v i e w s  o f  a l l  d e p a r t m e n t s ,  a c a d e m i c  
p r o g r a m s ,  a n d  g r a d u a t e  p r o g r a m s .  E a c h  d e p a r t m e n t  s c h e d u l e d  f o r  r e v i e w  i n  a  p a r t i c u l a r  y e a r  i s  
n o t i f i e d  a t  t h e  b e g i n n i n g  o f  t h a t  a c a d e m i c  y e a r .  T h e  p r o g r a m ' s  r e v i e w  p l a n  i s  t o  b e  d e v e l o p e d  i n  
c o n j u n c t i o n  w i t h  t h e  D e a n .  T h e r e  a r e  t h r e e  m a j o r  c o m p o n e n t s  o f  a  r e v i e w :  ( 1 )  a  s e l f - s t u d y ,  ( 2 )  
e v a l u a t i o n  b y  a n  e x t e r n a l  c o n s u l t a n t ,  a n d  ( 3 )  p o s t - r e v i e w  a n a l y s i s  a n d  p l a n n i n g .  E a c h  o f  t h e s e  
c o m p o n e n t s  i s  d e s c r i b e d  i n  t h i s  g u i d e .  
S e l e c t i n g  a n  E x t e r n a l  C o n s u l t a n t  
T h e  c o n s u l t a n t  m a y  b e  ( 1 )  f r o m  M S U  b u t  e x t e r n a l  t o  t h e  p r o g r a m ,  ( 2 )  f r o m  a n o t h e r  M n S C U  
u n i v e r s i t y  o r  t h e  s y s t e m  o f f i c e ,  o r  ( 3 )  e x t e r n a l  t o  t h e  M i n n e s o t a  s t a t e  s y s t e m .  T h e  k i n d  o f  
c o n s u l t a n t  m o s t  a p p r o p r i a t e  t o  t h e  r e v i e w  w i l l  b e  d e t e r m i n e d  b y  t h e  D e a n  a n d  A c a d e m i c  V i c e  
P r e s i d e n t .  T h e  c o n s u l t a n t  s h o u l d  b e  k n o w l e d g e a b l e  a b o u t  t h e  a c a d e m i c  f i e l d  a n d  a b o u t  s i m i l a r  
p r o g r a m s  a t  s i m i l a r  k i n d s  o f  i n s t i t u t i o n s .  
N a m e s  o f  p o t e n t i a l  c o n s u l t a n t s  a r e  o f t e n  a v a i l a b l e  t h r o u g h  p r o f e s s i o n a l  o r g a n i z a t i o n s ,  o r  
m e m b e r s  o f  t h e  s e l f - s t u d y  t e a m  m a y  k n o w  o f  l e a d e r s  i n  t h e  f i e l d  w h o s e  w o r k  i n  t e a c h i n g  i s  
v a l u e d .  C o n s u l t a n t s  m a y  b e  a s s i g n e d  a s  p a r t  o f  a n  a c c r e d i t a t i o n  v i s i t  t e a m  w h e n  a c c r e d i t a t i o n  a n d  
p r o g r a m  r e v i e w  a r e  t a k i n g  p l a c e  a t  t h e  s a m e  t i m e .  T y p i c a l l y  o n e  p e r s o n  s e r v e s  a s  c o n s u l t a n t ,  b u t  
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a team may be used when mandated by accreditation standards or when there is some other 
compelling rationale. 
External reviewers typically come from state universities (AASCU institutions) of our size or 
larger. Individuals recommended as program reviewers should have prior experience on at least 
one review team and/or should be active in their professional organization(s). In addition, 
because of the institution's commitment to affirmative action and cultural diversity, women and 
persons of color should be included in the list of potential reviewers. The proposed consultants 
may not be personal friends or close colleagues of any member of the department or self-study 
team. 
The department chair or program coordinator should forward to the Dean the names of at least 
three potential consultants along with statements of their qualifications to serve as reviewers. 
The Dean will attach comments to the list of potential consultants and forward the materials to 
Academic Affairs. The consultant will be selected through consultation between the program, 
the Dean, and the Vice President for Academic Affairs. 
Preparing the Self-Study 
The internal portion of the program review process begins with the appointment of a self-study 
coordinator and committee. The committee will prepare a report covering the following areas: 
(1) program quality, (2) program need, (3) contributions of the program, (4) cost and 
management of the program, and ( 5) future directions. Questions are provided below to guide 
the development of the self-study. Programs may add other questions, if desired, and the Dean 
may request that specific issues be addressed in the self-study. 
The report may be organized differently, if there are accreditation mandates, but all five 
components must be covered. Wherever possible the self-study should include numerical or 
statistical data to support claims made. Some data can be obtained through MSU's Institutional 
Research Office, by request. 
The completed self-study is to be submitted to the Dean for review and comment before it is sent 
to the external consultant. When the self-study report is acceptable to the Dean, it is sent to the 
external consultant and to Academic Affairs. 
1. Program Quality 
a. Quality of the program(s). What are the educational outcomes expected? To 
what extent are these achieved? How do you know? Describe the method(s) of 
measurement. Where/what is the placement of graduates? How does the program 
relate to guidelines established by professional/learned societies in the discipline? 
b. Program changes. How has the program evolved during the past five years? 
What courses have been added? deleted? 
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regard to curriculum and class scheduling? resource allocation? determination of 
priorities? personnel decisions? 
5. Future Directions 
a. What are the department's strengths? What are the departmental plans to capitalize 
on its strengths? What are departmental plans to overcome self-perceived 
weaknesses? 
b. What trends are taking place in the department's offerings/programs? Is student 
interest/demand for the program(s) stable, growing, or decreasing? (Use the past 
five year data as compiled by the Office of Institutional Research for the department, 
for the college, and for the university.) How does the department data compare to 
the college and university data? (For example, a department might report that the 
number of majors has had the largest increase in the college.) 
c. What is the changing dimension of the discipline? How are the needs of graduates 
and employers changing? What are the changing directions of programs at peer 
institutions? How is the department staying abreast of changes in the discipline? 
d. Where does the department see itself in five years? Ten years? What 
factors/conditions should be taken into account in considering the future of the 
program (e.g., a large number of upcoming retirements)? 
The Consultant's Visit 
1. Early in the planning process, a date for the campus visit should be established with the 
consultant and approved by the Dean. A budget should be developed showing consultant 
expenses and honorarium and any other expenditures necessary to complete the review. 
Typically, the budget for the review is $1,150 for departments and $850 for programs. 
2. The name, home address, and social security number of the Consultant; current vita; dates of 
the visit; and budget are forwarded to Academic Affairs, which will issue a formal 
contract to the Consultant. 
3. At least three weeks prior to the scheduled visit, the self-study coordinator will prepare a 
schedule for the visit, in consultation with the Consultant and the Dean. Consultants are 
typically on campus for one or two days. As a minimum, the Consultant must meet with the 
self-study committee and department faculty, students, the Dean, and the Academic Vice 
President. If possible, the Consultant should also meet with the President. The Consultant 
may request to meet with other groups, as well. An exit interview must be scheduled at the 
end of the time on campus so that the Dean (and Vice President, if available) can be given 
feedback and make clarifications, as necessary. 
4. The Consultant should receive a copy of the self-study and the on-campus schedule in 
advance of the visit. 
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5 .  T h e  d e p a r t m e n t  w i l l  m a k e  t h e  n e c e s s a r y  s o c i a l  a r r a n g e m e n t s  a n d  t a k e  c a r e  o f  l o g i s t i c s  s u c h  
a s  h o u s i n g  a n d  t r a n s p o r t a t i o n  t o  a n d  f r o m  t h e  a i r p o r t .  
6 .  T h e  C o n s u l t a n t  m a y  s u b m i t  a n  e x p e n s e  v o u c h e r  d u r i n g  t h e  c a m p u s  v i s i t  o r  a f t e r  t h e  v i s i t .  
R e c e i p t s  f o r  t r a v e l  a n d  l o d g i n g  a r e  r e q u i r e d .  M e a l s  a r e  r e i m b u r s e d  a t  s t a n d a r d  u n i v e r s i t y  
r a t e s .  T h e  C o n s u l t a n t  s h o u l d  p a y  f o r  h i s  o r  h e r  m e a l  e x p e n s e s  a n d  s u b m i t  t h e m  f o r  
r e i m b u r s e m e n t  r a t h e r  t h a n  m a k i n g  d i r e c t  c h a r g e s  t o  t h e  u n i v e r s i t y .  
T h e  u n i v e r s i t y  w i l l  n o t  p a y  f o r  t h e  m e a l  e x p e n s e s  o f  d e p a r t m e n t  o r  c o m m i t t e e  m e m b e r s  f r o m  
p r o g r a m  r e v i e w  f u n d s ,  u n l e s s  p r i o r  a p p r o v a l  i s  o b t a i n e d  f r o m  t h e  D e a n  a n d  t h e  A c a d e m i c  
A f f a i r s  O f f i c e .  
7 .  T h e  C o n s u l t a n t  m u s t  s u b m i t  a  w r i t t e n  r e p o r t  t o  t h e  D e a n .  I f  t h e  D e a n  f i n d s  t h e  r e p o r t  
a c c e p t a b l e ,  h e  o r  s h e  w i l l  a u t h o r i z e  A c a d e m i c  A f f a i r s  t o  a p p r o v e  p a y m e n t  o f  t h e  h o n o r a r i u m .  
8 .  C o p i e s  o f  t h e  f i n a l  r e p o r t  a r e  d i s t r i b u t e d  t o  t h e  d e p a r t m e n t  o r  p r o g r a m ,  t h e  D e a n ,  a n d  t h e  
A c a d e m i c  V i c e  P r e s i d e n t .  
P o s t  R e v i e w  A c t i v i t i e s  
1 .  T h e  d e p a r t m e n t  w i l l  p r e p a r e  a  b r i e f  w r i t t e n  r e s p o n s e  t o  t h e  C o n s u l t a n t ' s  r e p o r t  a n d  s u b m i t  i t  
t o  t h e  D e a n  a n d  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  w i t h i n  t h r e e  w e e k s  a f t e r  r e c e i v i n g  t h e  
r e p o r t .  T h e  d e p a r t m e n t  s h o u l d  r e s p o n d  t o  s t a t e m e n t s / r e c o m m e n d a t i o n s  m a d e  b y  t h e  
C o n s u l t a n t  o r  t h e  r e v i e w  t e a m .  
2 .  A  m e e t i n g  t o  d i s c u s s  t h e  C o n s u l t a n t ' s  r e p o r t  w i t h  t h e  d e p a r t m e n t  w i l l  b e  s c h e d u l e d  b y  t h e  
D e a n .  
3 .  T h e  D e a n  s h o u l d  s u b m i t  a  w r i t t e n  r e s p o n s e  t o  t h e  d e p a r t m e n t  a n d  t h e  A c a d e m i c  V i c e  
P r e s i d e n t .  
4 .  T h e  d e p a r t m e n t / p r o g r a m  w i l l  d e v e l o p  f i v e - y e a r  g o a l s ,  s h o r t - t e r m  g o a l s ,  a n d  m o d i f y  i t s  
a s s e s s m e n t  p l a n  a s  a  r e s u l t  o f  t h i s  r e v i e w .  
G R A D E  A P P E A L  G U I D E L I N E S  
I n  a p p e a l s  o f  a n  a c a d e m i c  j u d g m e n t ,  o n l y  t h e  f o l l o w i n g  c o n d i t i o n s  w i l l  b e  c o n s i d e r e d  a s  
l e g i t i m a t e  b a s e s  f o r  a n  a p p e a l :  c a p r i c i o u s n e s s ,  p r e j u d i c e ,  d i s c r i m i n a t i o n ,  a n d  e r r o r .  A p p e a l s  o f  
g r a d e s  i n v o l v e  a n  u n u s u a l l y  s e n s i t i v e  a n d  c o m p l e x  a r e a  f o r  b o t h  s t u d e n t s  a n d  f a c u l t y .  F o r  
e x a m p l e ,  w h i l e  a  s t u d e n t  h a s  a  r i g h t  t o  e x p e c t  t h o u g h t f u l ,  n o n - c a p r i c i o u s  g r a d i n g ,  i t  m u s t  b e  
r e c o g n i z e d  t h a t  v a r i e d  s t a n d a r d s  a n d  i n d i v i d u a l  a p p r o a c h e s  t o  g r a d i n g  v a l i d l y  e x i s t  w i t h i n  a n y  
c o l l e g e  f a c u l t y .  B o r d e r l i n e  c a s e s  a r e  e s p e c i a l l y  d i f f i c u l t  f o r  c l e a r - c u t  j u d g m e n t  b y  t h e  i n s t r u c t o r  
a n d  a c c e p t a n c e  b y  t h e  s t u d e n t .  A p p e a l s  s h o u l d  b e  c a r e f u l l y  c o n s i d e r e d  b y  t h e  s t u d e n t  b e f o r e  
s u b m i s s i o n  o f  t h e  C o u r s e  G r a d e  A p p e a l  f o r m  t o  t h e  d e a n .  
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The grade appeal process (see below) must be initiated by the student prior to the end of week 
four of the following term. 
The Grade Appeal Process 
1. The informal steps: 
a. The student will discuss the issue with the instructor. If the matter is not 
satisfactorily resolved, then 
b. The student will discuss the issue with the chairperson of the department offering the 
course. If the matter is not satisfactorily resolved, then 
c. The student will discuss the issue with the dean in whose college the course was 
offered. The dean will verify that discussions have taken place with the instructor 
and chairperson. If the matter cannot be resolved satisfactorily at the dean's level, 
the student may choose to file a formal appeal. 
2. The formal steps: 
a. If the student chooses to file a formal appeal, he/she will complete the Course Grade 
Appeal form (available from the dean) and submit it to the dean. A copy will be 
given to the student, and another copy will be sent immediately to the instructor. 
b. The dean will appoint an ad hoc committee for the college composed of one faculty 
member of the academic department offering the course (the chair of that department 
will be consulted), two faculty members from other departments within the college, 
and two upper division students who are majors in fields represented in that college. 
c. The appealing student and the instructor of the course will each submit, in writing, 
the materials which they want the Committee to review. A copy of the materials 
submitted by each party will be given to the other party. 
d. The Committee will make a recommendation, which shall be sent simultaneously to 
the student and the instructor. A copy of the recommendation will also be forwarded 
to the dean. 
e. Within seven (7) duty days, the instructor will respond to the college dean that the 
committee's recommendation is acceptable or unacceptable. The college dean will 
review the recommendation of the committee and the response of the instructor. A 
recommendation will then be forwarded to the Vice President for Academic Affairs, 
along with the Committee's recommendation and the instructor's response. The Vice 
President for Academic Affairs will review that material and will make a 
recommendation. The dean's and vice president's recommendations will be 
forwarded to the instructor. 
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f .  T h e  i n s t r u c t o r ' s  r e s p o n s e  w i l l  n o r m a l l y  b e  f i n a l  e x c e p t  i n  c a s e s  w h e r e  i t  i s  
d e t e r m i n e d  t h a t  t h e  g r a d e  w a s  a s s i g n e d  c a p r i c i o u s l y  o r  w a s  a n  i n a p p r o p r i a t e  a c t  o f  
d i s c r i m i n a t i o n .  T h e  P r e s i d e n t  o r  t h e  a p p r o p r i a t e  d e s i g n e e  w i l l  m a k e  t h e  u l t i m a t e  
d e c i s i o n  a n d  c o m m u n i c a t e  t h a t  t o  a l l  p a r t i e s  i n v o l v e d .  [ M & C  5 / 1 5 / 9 2 ]  
G R A D E  P O I N T  A V E R A G E  
A l l  s t u d y  f o r  u n i v e r s i t y  c r e d i t  i s  r e c o r d e d  w i t h  t h e  f o l l o w i n g  g r a d e  p o i n t  a s s i g n m e n t s :  
" A "  E x c e l l e n t  
" B "  A b o v e  A v e r a g e  
" C "  A v e r a g e  
" D "  P a s s i n g  
" F "  F a i l i n g  
" I "  I n c o m p l e t e  
" V "  V i s i t o r  o r  A u d i t  
" S "  S a t i s f a c t o r y  
" W ' '  W i t h d r a w n  
4  g r a d e  p o i n t s  p e r  c r e d i t  
3  g r a d e  p o i n t s  p e r  c r e d i t  
2  g r a d e  p o i n t s  p e r  c r e d i t  
1  g r a d e  p o i n t  p e r  c r e d i t  
0  g r a d e  p o i n t s  p e r  c r e d i t  
0  g r a d e  p o i n t s  p e r  c r e d i t  
0  g r a d e  p o i n t s  p e r  c r e d i t  
0  g r a d e  p o i n t s  p e r  c r e d i t  
0  g r a d e  p o i n t s  p e r  c r e d i t  
T h e  g r a d e  p o i n t  a v e r a g e  ( G P A )  i s  c o m p u t e d  b y  d i v i d i n g  t h e  n u m b e r  o f  g r a d e  p o i n t s  e a r n e d  i n  a  
g i v e n  c o u r s e  b y  t h e  n u m b e r  o f  c r e d i t s  a t t e m p t e d .  C r e d i t s  w i t h  g r a d e s  o f  " I " ,  " S , "  " X , "  " V , "  o r  
" W , "  a r e  n o t  i n c l u d e d  i n  c o m p u t i n g  t h e  g r a d e  p o i n t  a v e r a g e .  C r e d i t s  w i t h  g r a d e s  o f  " F "  a r e  
i n c l u d e d  i n  c o m p u t i n g  t h e  g r a d e  p o i n t  a v e r a g e .  
O n l y  t h o s e  c r e d i t s  a n d  g r a d e s  e a r n e d  a t  M o o r h e a d  S t a t e  U n i v e r s i t y  a r e  u s e d  t o  c o m p u t e  t h e  G P  A .  
[ M & C  5 / 1 5 / 9 2 ]  
G R A D U A T E  P R O G R A M  R E V I E W  
T h e  t e x t  o f  t h e  p r o g r a m  r e v i e w  w i l l  h a v e  t h r e e  s e c t i o n s :  a  s e l f - s t u d y  c o m p i l e d  b y  t h e  p r o g r a m  
c o m m i t t e e ,  a  s u m m a r y  r e p o r t  w r i t t e n  b y  t h e  v i s i t i n g  p r o g r a m  e v a l u a t o r ,  a n d  t h e  c o n c l u s i o n s  o f  
t h e  R e v i e w  C o m m i t t e e  w h i c h  i s  a p p o i n t e d  b y  t h e  G r a d u a t e  C o u n c i l .  T h e s e  t h r e e  r e p o r t s  s h a l l  b e  
f o r w a r d e d  t o  t h e  C o l l e g e  D e a n  a n d  t o  t h e  G r a d u a t e  D e a n .  
A r e a s  t o  b e  c o v e r e d  i n  t h e  p r o g r a m  c o m m i t t e e  s e l f - s t u d y :  
1 .  S t a t e m e n t  o f  c u r r e n t  p r o g r a m  g o a l s  a n d  o b j e c t i v e s  ( w i t h  a n  o n g o i n g  f o c u s )  a n d  h o w  t h e s e  
r e l a t e  t o  t h e  m i s s i o n  o f  t h e  u n i v e r s i t y .  
2 .  A n  a s s e s s m e n t  o f  p r o g r e s s  i n  a t t a i n i n g  s p e c i f i e d  g o a l s .  
3 .  P r o g r a m - d e f i n e d  e v a l u a t i o n  o b j e c t i v e s .  T h e r e  i s  s o m e  l e e w a y  h e r e :  t h e  q u e s t i o n  " W h a t  d o  
y o u  n e e d  f e e d b a c k  o n ? "  s h o u l d  g u i d e  t h e  d e c i s i o n  o f  w h a t  t o  i n c l u d e .  
4 .  Q u a l i t y  a n d  q u a n t i t y  o f  s t u d e n t s :  
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a. Table of number of students by year. 
b. List of students receiving graduate degrees, year granted, advisor's name, and current 
employment status (if known.) 
5. Follow-up of graduates: alumni survey or alumni evaluation of program effectiveness would 
be appropriate. 
6. Brief history of program with description of program administration. 
7. Program of study. Include a curriculum commentary: What issues are affecting the program 
currently and how are these being addressed? A description of the current requirements is 
appropriate here as well. 
8. Faculty: current brief c.v. for each faculty teaching in the program. 
9. Program resources: What are the program needs? What faculty resources and other support 
of the university are necessary so that courses can be offered and the program can prosper? 
What about library needs? What is needed or supplied in the area of marketing or outreach? 
What research monies has the program generated and how many graduate students have been 
supported through assistantships or research? 
The REVIEW COMMITTEE shall be made up of the degree coordinator or designee serving ex 
officio, two members, including the chairperson of the review team, selected by the Graduate 
Council (from a possible ranked list of three or four recommended to the degree program who 
will accept or negotiate), and two members of the graduate faculty who are suggested by the 
program being reviewed. This committee will review the materials prepared by the program 
committee, meet with the outside evaluator, and write a report, fairly brief and to the point, based 
on these investigations speaking to strengths and weaknesses of program being reviewed. 
The OUTSIDE EVALUATOR will come to the campus for a one-day or two-day visit toward 
the end of the process. A schedule of appropriate meetings will be arranged and the program 
committee report shall be available as a basis for the evaluation. The evaluator will, as a part of 
his or her duties, write a report to be submitted as a part of the review process. 
[Approved by Graduate Council 3/31/87] 
GRADUATE STUDIES PROGRAMMATIC APPEALS PROCEDURE 
Admission, termination, degree requirements, and other such matters may be appealed at the 
appropriate administrative level. For example, if the department recommends admission, but the 
College Dean denies it, the initial appeal is made to the College Dean, not the department or 
program chair. The order of appeal is from the program coordinator or chair, to the College 
Dean, to the Graduate Studies Programmatic Appeals Committee, to the Vice President for 
Academic Affairs. [APAC 11/7/95] 
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I N - P R O G R E S S  C O U R S E S  
W h e n  t h e  n a t u r e  o f  t h e  c o u r s e ,  f o r  e x a m p l e  a  m a s t e r ' s  d e g r e e  t h e s i s ,  i s  s u c h  t h a t  t h e  r e q u i r e m e n t  
f o r  i t  c a n n o t  b e  c o m p l e t e d  d u r i n g  a  t e r m ,  a  g r a d e  o f  " X , "  t o  s i g n i f y  " I n  P r o g r e s s "  s h o u l d  b e  
s u b m i t t e d .  A n  " X "  g r a d e  s h o u l d  n o t  b e  c o n f u s e d  w i t h ,  n o r  u s e d  i n  l i e u  o f ,  a n  I n c o m p l e t e  ( " I " )  
g r a d e .  F o r m s  a r e  a v a i l a b l e  i n  t h e  R e c o r d s  O f f i c e  f o r  c o n v e r s i o n  o f  a n  " X "  g r a d e .  
[ M & C  5 / 1 5 / 9 2 ]  
I N C O M P L E T E  C R E D I T S  
T h e  m a r k  o f  " I "  ( I n c o m p l e t e )  i s  g r a n t e d  w h e n  t h e  s t u d e n t  i s  u n a b l e  t o  c o m p l e t e  c o u r s e  
r e q u i r e m e n t s  f o r  r e a s o n s  b e y o n d  h i s / h e r  c o n t r o l  a n d  w h e n  a r r a n g e m e n t s  h a v e  b e e n  m a d e  w i t h  t h e  
i n s t r u c t o r  p r i o r  t o  t h e  e n d  o f  t h e  t e r m .  
I t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  s t u d e n t  t o  a s c e r t a i n  t h e  i n s t r u c t o r ' s  r e q u i r e m e n t s  f o r  m a k i n g  u p  a n  
I n c o m p l e t e .  A  R e m o v a l  o f  I n c o m p l e t e  f o r m  m u s t  b e  c o m p l e t e d  a n d  s i g n e d  b y  t h e  s t u d e n t  a n d  
f a c u l t y  p r i o r  t o  i s s u a n c e  o f  a n  I n c o m p l e t e  g r a d e .  A n y  u n f i n i s h e d  w o r k  i s  l i s t e d  o n  t h e  f o r m .  A  
c o p y  o f  t h e  f o r m  m u s t  b e  a t t a c h e d  t o  t h e  c l a s s  g r a d e  r e p o r t  w h e n  i t  i s  s u b m i t t e d  t o  t h e  R e c o r d s  
O f f i c e  a t  t h e  e n d  o f  t h e  t e r m .  
A n  I n c o m p l e t e  m u s t  b e  m a d e  u p  d u r i n g  t h e  n e x t  t e r m  i n  w h i c h  t h e  s t u d e n t  i s  e n r o l l e d .  W h e n  
r e q u i r e m e n t s  h a v e  b e e n  m e t ,  t h e  i n s t r u c t o r  c o m p l e t e s  t h e  v e r i f i c a t i o n  s e c t i o n  o f  t h e  R e m o v a l  o f  
I n c o m p l e t e  f o r m  a n d  s u b m i t s  i t  t o  t h e  R e c o r d s  O f f i c e .  I f  t h e  I n c o m p l e t e  i s  n o t  r e m o v e d  i n  t h e  
t i m e  a l l o w e d ,  i t  c h a n g e s  t o  a n  " F . "  
A  s t u d e n t  w h o  w i s h e s  t o  m a k e  u p  a n  I n c o m p l e t e  b y  a t t e n d i n g  t h e  c l a s s  i n  a  s u b s e q u e n t  t e r m  m u s t  
r e g i s t e r  a n d  p a y  f o r  t h e  c l a s s  a n d  f i l e  a  " R e p e a t e d  C o u r s e "  f o r m .  
I N D I V I D U A L I Z E D  M A J O R  
T h e  i n d i v i d u a l i z e d  m a j o r  a t  M o o r h e a d  S t a t e  U n i v e r s i t y  i s  a n  a l t e r n a t i v e  t o  t h e  t r a d i t i o n a l  m a j o r ,  
a v a i l a b l e  t o  s t u d e n t s  w h o s e  a c a d e m i c  n e e d s  a r e  u n i q u e .  S t u d e n t s  w h o  b e l i e v e  t h a t  a  s e l f - d e s i g n e d  
p r o g r a m  o f  s t u d y  w o u l d  b e t t e r  f i t  t h e i r  p e r s o n a l  a c a d e m i c  a n d  p r o f e s s i o n a l  g o a l s  m a y  d e s i g n  
s u c h  a  m a j o r .  T h i s  m a y  b e  a  c r o s s - d i s c i p l i n a r y  m a j o r  o r  a  v a r i a t i o n  o f  a  c o n c e n t r a t i o n  i n  a  
t r a d i t i o n a l  c a t a l o g  m a j o r .  
T h e  i n d i v i d u a l i z e d  m a j o r  s h o u l d  e x e m p l i f y  a  s o u n d  a c a d e m i c  a n d  p r o f e s s i o n a l  o b j e c t i v e .  T h a t  
o b j e c t i v e  s h o u l d  b e  s t a t e d  c l e a r l y  a n d  c o g e n t l y  i n  t h e  p r o p o s a l .  T h e  p l a n  f o r  t h i s  m a j o r  s h o u l d  
i n c l u d e  s u f f i c i e n t  b r e a d t h ,  d e p t h  a n d  a c a d e m i c  r i g o r .  
E a c h  s t u d e n t ' s  p l a n  f o r  a n  i n d i v i d u a l i z e d  m a j o r  i s  u n i q u e  a n d  w i l l  r e q u i r e  c a r e f u l  c o n s i d e r a t i o n ,  
a n d  u l t i m a t e l y ,  a n  e v a l u a t i v e  j u d g m e n t .  E a r l y  p l a n n i n g  o f  t h e  i n d i v i d u a l i z e d  m a j o r  w i t h  t h e  
s t u d e n t ' s  a c a d e m i c  a d v i s o r  i s  s t r o n g l y  r e c o m m e n d e d .  
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The title of the individualized major must reflect a coherent academic plan capable of being 
recognized as such by academic officials and employers. The title of the individualized major 
should be clear and concise and the title should logically relate to the theme of the courses 
comprising the individualized major. 
1. The title may not duplicate the name of an already existing approved traditional major 
available at Moorhead State University, Concordia College, or North Dakota State 
University. If the individualized major reflects the development of a new concentration, 
emphasis or program within a department, the title must be different than the traditional 
majors approved for that department. It is appropriate to plan an individualized major 
based on a traditional major available at another college or university, with the exception of 
Tri-College schools. 
2. The title may not suggest the completion of certifiable curricula normally offered by 
collegiate institutions, because that can be done only with traditional majors. If a student 
includes, in an individualized major, part of a group of courses that are required for a 
particular licensure or certification, the title of the major should not suggest that the student 
has met the requirements for that licensure. For example, a major which includes several 
education courses should not carry a title which implies teaching licensure. For another 
example, a plan which includes social work courses should not lead anyone to believe that 
finishing the individualized major will provide the student the certification provided by a 
Bachelor of Social Work. 
3. The title of the individualized major may reflect only those academic areas included in the 
curriculum at Moorhead State University. For example, a student who transfers media 
education courses from St. Cloud State University could not do an individualized major at 
Moorhead State and call it "media education"; such an individualized major would have to 
carry a different title reflecting the Moorhead State content of the major. For another 
example, a student who transfers in a group of engineering courses could not complete a 
degree at Moorhead State called "engineering". 
Credit Requirements 
1. Each individualized major must include at least 48 credits. It may include more than 48 
credits but not less. 
2. No more than 16 previously completed credits may be included in the plan for an 
individualized major. No matter how many credits a student has finished at Moorhead 
State or transferred in, no more than 16 of those credits may be included in the plan for the 
major. The rest will be used to meet liberal studies requirements or as free elective credits. 
This applies to course work completed at the time the plan is submitted for approval. 
Traditional majors represent many hours of departmental discussion and planning as well 
as APAC approval, which is lost in the case of individualized majors. Some of that 
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p l a n n i n g  a n d  u s e  o f  f a c u l t y  e x p e r t i s e  m u s t  b e  a p p l i e d  t o  i n d i v i d u a l i z e d  m a j o r s ,  t h u s  t h e  
m a j o r  m u s t  b e  p l a n n e d  b e f o r e  t h e  c o u r s e s  a r e  t a k e n .  
3 .  E a c h  i n d i v i d u a l i z e d  m a j o r  m u s t  i n c l u d e  a  c o n c e n t r a t i o n  o f  n o  l e s s  t h a n  1 8  a n d  n o  m o r e  
t h a n  2 8  c r e d i t s  i n  a  s i n g l e  r u b r i c  o r  f i e l d  o f  r e l a t e d  s u b j e c t s :  
a .  R u b r i c  i s  a  h e a d i n g ,  c l a s s i f i c a t i o n ,  c a t e g o r y  o r  n a m e .  O f t e n  t h e  r u b r i c  u s e d  i s  t h e  
n a m e  o f  t h e  d e p a r t m e n t ,  b u t  i t  m a y  b e  a  s p e c i a l i z a t i o n  w i t h i n  a  d e p a r t m e n t .  
E x a m p l e s  o f  t h i s  i n  a  t r a d i t i o n a l  p r o g r a m  a r e  m a n a g e m e n t ,  f i n a n c e ,  s p e c i a l  
e d u c a t i o n ,  S p a n i s h ,  o r  h e a l t h .  
b .  F i e l d  i s  d e f i n e d  a s  a  c o l l e c t i o n  o f  c o u r s e s  w i t h  a  c o m m o n  t h e m e ,  o r  r e l a t e d  s u b j e c t  
m a t t e r .  E x a m p l e s  o f  t h i s  m u l t i - d i s c i p l i n a r y  a p p r o a c h  i n  a  t r a d i t i o n a l  p r o g r a m  a r e  t h e  
g e r o n t o l o g y  m i n o r ,  t h e  w o m e n ' s  s t u d i e s  m i n o r  o r  t h e  c r i m i n a l  j u s t i c e  m a j o r .  
T h e  r e m a i n i n g  c o u r s e  w o r k  m a y  b e  i n  a n y  r u b r i c  o r  f i e l d ,  b u t  m u s t  c o n t r i b u t e  t o  t h e  o v e r -
a l l  p l a n  f o r  t h e  i n d i v i d u a l i z e d  m a j o r .  I n  t h e  v e r n a c u l a r ,  t h e  w h o l e  p l a n  s h o u l d  h a n g  
t o g e t h e r  a n d  m a k e  s e n s e .  
4 .  T h e  i n d i v i d u a l i z e d  m a j o r  m u s t  i n c l u d e  a t  l e a s t  2 4  c r e d i t s  o f  u p p e r  d i v i s i o n  c o u r s e  w o r k  i n  
t h e  m a j o r .  
P r o c e s s  f o r  A p p r o v a l  
T h e  s t u d e n t  m a y  b e g i n  b y  l o o k i n g  i n  t h e  C o l l e g e  B l u e  B o o k  o f  m a j o r s  ( f o u n d  i n  t h e  r e f e r e n c e  
s e c t i o n  o f  t h e  M S U  L i b r a r y )  f o r  t h e  t i t l e s  o f  t r a d i t i o n a l  m a j o r s  o f f e r e d  i n  t h e  U . S .  t h a t  r e l a t e  t o  
t h e i r  m a j o r .  T h e  t y p e  o f  c o u r s e w o r k  t h e s e  o t h e r  i n s t i t u t i o n s  h a v e  i n c l u d e d  i n  a  m a j o r  c a n  b e  
f o u n d  b y  r e v i e w i n g  t h e  m i c r o f i c h e  o f  t h e  u n i v e r s i t y  c a t a l o g .  A s  a n  a l t e r n a t i v e ,  t h e  s t u d e n t  m a y  
b e g i n  b y  c o n f e r r i n g  w i t h  a n  a c a d e m i c  a d v i s o r  i n  t h e  d e p a r t m e n t  o f  h i s  o r  h e r  c o n c e n t r a t i o n .  
W i t h  a  l i t t l e  h e l p  f r o m  t h e  a d v i s o r ,  t h e  s t u d e n t  m u s t  w r i t e  a  o n e - p a g e  r a t i o n a l e  f o r  d o i n g  a n  
i n d i v i d u a l i z e d  m a j o r  w h i c h  i n c l u d e s  a  s t a t e m e n t  o f  g o a l s ,  o b j e c t i v e s ,  a n d  p u r p o s e .  T h i s  
s t a t e m e n t  s h o u l d  a n s w e r  s u c h  q u e s t i o n s  a s  w h y  t h e  s t u d e n t  w a n t s  t o  d o  a n  i n d i v i d u a l i z e d  m a j o r ,  
w h a t  t h e  s t u d e n t  w o u l d  l i k e  t o  l e a r n ,  a n d  w h a t  p r o f e s s i o n a l  g o a l ,  i f  a n y ,  t h e  s t u d e n t  h a s  i n  m i n d .  
T h e  s t u d e n t  s h o u l d  a l s o  e x p l a i n  w h y  a  t r a d i t i o n a l  m a j o r  o f f e r e d  a t  M S U  w i l l  n o t  m e e t  t h e s e  
g o a l s .  T h i s  s t a t e m e n t  i s  t o  b e  a t t a c h e d  t o  t h e  f o r m  f o r  a  p l a n  f o r  a n  i n d i v i d u a l i z e d  m a j o r .  
W h e n  t h e  o b j e c t i v e  i s  d e f i n e d  a n d  u n d e r s t o o d ,  t h e  a d v i s o r  b e g i n s  w o r k i n g  w i t h  t h e  s t u d e n t  o n  
d e v e l o p i n g  a  p l a n ,  p e n c i l i n g  i n  c o u r s e s  o n  a  c o p y  o f  t h e  f o r m  f o r  a n  i n d i v i d u a l i z e d  m a j o r .  O t h e r  
f a c u l t y  a n d  d e a n s  s h a l l  b e  c o n s u l t e d  a s  n e c e s s a r y  t o  p r o v i d e  a d v i c e  t o  t h e  s t u d e n t  c o n c e r n i n g  t h e  
m o s t  d e s i r a b l e  c u r r i c u l u m  f o r  t h e  s t a t e d  g o a l s  a n d  o b j e c t i v e s .  I t  i s  i m p o r t a n t  t h a t  a p p r o p r i a t e  
c o n s u l t a t i o n  a n d  a d v i c e  b e  o b t a i n e d  a t  t h i s  s t a g e ,  s o  t h a t  c o m p l e t e d  p r o p o s a l s  a r e  n o t  s e n t  b a c k  t o  
s t a r t  o v e r  b e c a u s e  i n f o r m a t i o n  w a s  l a c k i n g  a t  t h e  b e g i n n i n g  s t a g e s  o f  d e v e l o p m e n t .  G e n e r a l l y  a  
f a c u l t y  m e m b e r  w i l l  m e e t  w i t h  t h e  s t u d e n t  a n d  t h e  d e p a r t m e n t  c h a i r  t o  d e v e l o p  t h e  d r a f t  c o p y .  
A c t u a l  p r a c t i c e  m a y  v a r y ,  a s  l o n g  a s  t h e  s t u d e n t  r e c e i v e s  a p p r o p r i a t e  a d v i c e  a n d  c o n s u l t a t i o n  a t  
t h i s  s t a g e  o f  p l a n n i n g .  
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If the plan includes more than 12 credits from another college, or if the title implies learning in 
another college, an appropriate person in that college shall be consulted, and both deans and 
department chairs shall sign the form. 
When the draft version ofthe plan is complete, the form along with the draft of the objective 
statement should be presented to the subcommittee for individualized majors. The 
subcommittee, student and advisor will meet to review the plan and discuss possible 
improvements. After this initial meeting the plan should be typed along with the objective 
statement, all signatures except the dean's should be obtained and the plan resubmitted to the 
subcommittee. It may happen that changes in an approved individualized major become 
necessary as the student continues to take courses in the approved plan. If this happens, the 
student should fill in a Request for Change form and route it for signatures. The student, the 
advisor, and the subcommittee chair sign the form. If the subcommittee finds the change to be 
more than minor, it will require department chair and dean's signatures also. 
Summary of Rules 
1. The title: 
a. Reflects the content, 
b. Doe~ not duplicate an existing traditional major at any of the Tri-College schools, 
c. Does not imply a certification that is not contained in the planned course work, and 
d. Reflects an academic area that is included in the Moorhead State curriculum. 
2. Credit requirements: 
a. At least 48 total credits in the major, 
b. No more than 16 previously completed credits in the major, 
c. Concentration of no fewer than 28 and no more than 42 credits, and 
d. At least 24 credits of upper division course work in the major. 
[M&C 5/15/92] 
INTERNATIONAL STUDIES 
Moorhead State University recognizes the increasing interdependence of all peoples and cultures 
and the important implications which this fact holds for succeeding generations. The University 
is, therefore, committed to provide instructional, research, and service programs which are 
designed to advance knowledge and foster understanding of intercultural differences, similarities, 
and interdependencies. 
Emphasis has been given to strengthening the international and intercultural dimensions of the 
programs and activities primarily to provide students with the opportunity to acquire an 
education that will better prepare them to live and work in an increasingly interdependent world. 
In addition, these international resources will continue to be shared with area schools, 
community groups, and citizens through the University's role as a regional education center. 
For more information contact the International Programs Office, FR 151,236-2956. 
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R e s i d e n c y  P r o g r a m s  
E u r o s p r i n g .  A n  e i g h t  w e e k  h u m a n i t i e s  s t u d y  o f  a  p e r i o d  o f  E u r o p e a n  c i v i l i z a t i o n  a t  O x f o r d  a n d  
c o n t i n e n t a l  c e n t e r s ,  s p r i n g  s e m e s t e r .  P r e - t r i p  s e m i n a r  r e q u i r e d .  S t u d e n t s  r e c e i v e  1 2  h o u r s  o f  
a c a d e m i c  c r e d i t  i n  h u m a n i t i e s  a n d  o t h e r  l i b e r a l  s t u d i e s  a r e a s ,  b y  a r r a n g e m e n t .  I n c l u d e d  i n  t h e  
p r o g r a m  f e e  a r e  a i r  t r a n s p o r t a t i o n ,  l o d g i n g  a n d  m e a l s ,  h o t e l s  o n  t o u r ,  a n d  g r o u n d  t r a n s p o r t a t i o n  
o n  s t u d y  t o u r  a n d  w i t h i n  B r i t a i n .  F i e l d  t r i p s  a n d  a  t h r e e  w e e k  g r a n d  t o u r  e x a m i n i n g  c e n t e r s  o f  
w e s t e r n  c i v i l i z a t i o n  a r e  i n c l u d e d .  F o r  s o p h o m o r e s  a n d  a b o v e ,  a n y  d i s c i p l i n e .  
O x f o r d  Y e a r .  O p p o r t u n i t i e s  e x i s t  f o r  s e m e s t e r  a n d  y e a r - l o n g  s t u d y  a t  t h e  C e n t r e  f o r  M e d i e v a l  
a n d  R e n a i s s a n c e  S t u d i e s  O x f o r d ,  e a r n i n g  1 6  o r  2 4  h o u r s  o f  c r e d i t  i n  l i b e r a l  a r t s  o r  a p p r o v e d  
m a j o r s .  A  t r a v e l  s c h o l a r s h i p  m a y  b e  a v a i l a b l e  t o  h i g h l y  q u a l i f i e d  s t u d e n t s .  
S t u d y  i n  C h i n a .  M S U  S t u d e n t s  m a y  s t u d y  f o r  a  s e m e s t e r  o r  a  y e a r  i n  r e s i d e n c e  a t  N a n k a i  
U n i v e r s i t y ,  P e o p l e ' s  R e p u b l i c  o f  C h i n a .  
P o r t s m o u t h  Y e a r .  B u s i n e s s ,  p o l i t i c a l  s c i e n c e ,  a n d  s o c i o l o g y  s t u d e n t s  ( a n d  o t h e r  m a j o r s ,  b y  
a r r a n g e m e n t )  s t u d y  f o r  a  y e a r  o n  a  o n e - f o r - o n e  e x c h a n g e  w i t h  t h e  U n i v e r s i t y  o f  P o r t s m o u t h  i n  
t h e  s o u t h  o f  E n g l a n d .  S t u d e n t s  p a y  t u i t i o n  a t  h o m e  i n s t i t u t i o n .  S e e  Y v o n n e  J o h n s o n ,  2 3 6 - 4 6 4 9  
o r  J i l l  H o l s e n ,  2 3 6 - 2 9 5 6 .  
O s l o  Y e a r .  S t u d e n t s  w i t h  r e q u i r e d  N o r w e g i a n - l a n g u a g e  s k i l l s  m a y  s t u d y  f o r  a  s e m e s t e r  o r  a  y e a r  
a t  t h e  U n i v e r s i t y  o f  O s l o  a n d  r e c e i v e  c r e d i t  f r o m  M o o r h e a d  S t a t e  
A k i t a ,  J a p a n .  S t u d e n t s  h a v e  t h e  o p p o r t u n i t y  t o  s t u d y  J a p a n e s e  l a n g u a g e  a n d  c u l t u r e ,  a s  w e l l  a s  
o t h e r  g e n e r a l  s t u d i e s ,  a t  t h e  M n S C U  c a m p u s  i n  A k i t a ,  J a p a n .  O p p o r t u n i t i e s  a l s o  e x i s t  f o r  M S U  
f a c u l t y  t o  t e a c h  f o r  o n e  y e a r  a t  t h e  c a m p u s .  
I n t e r n s h i p s  A b r o a d .  S t u d e n t s  m a y  i n t e r n  a b r o a d  w i t h  t h e  a p p r o v a l  o f  t h e i r  a c a d e m i c  d e p a r t m e n t .  
I S E P .  T h e  I n t e r n a t i o n a l  S t u d e n t  E x c h a n g e  P r o g r a m  a l l o w s  s t u d e n t s  t h e  o p p o r t u n i t y  t o  s t u d y  a t  
a n y  o f  1 2 5  u n i v e r s i t i e s  w o r l d w i d e .  S t u d e n t s  p a y  t u i t i o n  a n d  f e e s ,  r o o m  a n d  b o a r d  a n d  a  s m a l l  
p r o g r a m  f e e  a t  h o m e ,  a n d  e x c h a n g e  t h e s e  b e n e f i t s  a t  t h e  h o s t  i n s t i t u t i o n ,  t h u s  m a k i n g  t h i s  o n e  o f  
t h e  m o r e  a f f o r d a b l e  w a y s  t o  s t u d y  a b r o a d .  S e m e s t e r  a n d  y e a r - l o n g  p l a c e m e n t s  a r e  a v a i l a b l e .  
K e e l e  U n i v e r s i t v  E x c h a n g e .  A  o n e - f o r - o n e  e x c h a n g e  o p p o r t u n i t y  i s  a v a i l a b l e  a t  t h i s  a t t r a c t i v e ,  
c a m p u s - b a s e d  u n i v e r s i t y  i n  t h e  p o t t e r y - p r o d u c i n g  a r e a  o f  c e n t r a l  E n g l a n d .  M o s t  m a j o r s  a r e  
a v a i l a b l e .  
S t u d y  T o u r s .  A  v a r i e t y  o f  s t u d y  t o u r s  a r e  o f f e r e d  b y  w e l l - q u a l i f i e d  f a c u l t y  l e a d e r s .  F a c u l t y  w h o  
a r e  i n t e r e s t e d  i n  l e a d i n g  a  t o u r  s h o u l d  s u b m i t  a  p r o p o s a l  t h r o u g h  t h e i r  d e a n .  
F a c u l t v  O p p o r t u n i t i e s .  I n  t h e  p a s t ,  f a c u l t y  h a v e  t a u g h t  a t  T i a n j i n  U n i v e r s i t y ,  C h i n a ;  K i e v  S t a t e  
U n i v e r s i t y ,  U k r a i n e ;  U n i v e r s i t y  o f  P o r t s m o u t h ,  U n i t e d  K i n g d o m ;  a n d  t h e  M i n n e s o t a  S t a t e  
U n i v e r s i t y - A k i t a ,  J a p a n ,  t h r o u g h  a g r e e m e n t s  w i t h  t h o s e  i n s t i t u t i o n s .  F a c u l t y  a r e  a l s o  
e n c o u r a g e d  t o  s e e k  o u t  o p p o r t u n i t i e s  t o  a u g m e n t  t h e i r  c l a s s r o o m  i n s t r u c t i o n  b y  p u r s u i n g  t e a c h i n g  
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and research opportunities overseas. Information about external funding sources is available 
through the Office of International Programs, FR ISI. 
Special Programs 
Student Teaching Abroad. STA coordinates the placement of American student teachers in 50 
countries around the world. Sites are available in national, international, and American schools 
abroad. Open to Moorhead State students and others if approved by their home institution. 
Collections of directories, brochures, catalogs, etc., relative to other countries are available from 
Joe DiCola, Student Teaching Abroad Director, LO 2I2, 236-22I7. 
Other Opportunities. Students interested in studying overseas should visit the Office of 
International Programs, FR ISI, and check out the resource materials (directories, catalogues, 
brochures, etc.) available. Many programs now have web site access. 
INTERNSIDPS AND LIABILITY 
I. There should be an internship agreement in place which is signed by the student, 
university personnel and the site personnel. 
2. A standardized agreement has been developed (or standardized addenda) for all health-
involved internships. 
3. A standardized internship agreement is being developed for all other students and should 
be completed by March I, 1997. (Items I-3 above are MnSCU Board incentives.) 
4. Student liability: Students are clearly liable for their actions and may be sued (along with 
others) for damages due to negligence. Moorhead State University has a Student 
Professional liability policy which covers students engaged in internships. The coverage 
is for $I,OOO.OO per occurrence and $3,000.000 in aggregate. 
5. If the student does not have a formal internship agreement and therefore does not have a 
formally acknowledged internship (i.e., no credit hours, etc.), the student is NOT covered 
by the University Student Professional Liability policy. 
6. Shadow-type internships are not covered under our policy. Please advise the students to 
purchase a professional liability policy. 
7. The Attorney General's office has asked that we advise all students on internship to 
purchase their own professional liability insurance. 
8. Students and Worker's Compensation: Student employees are covered under worker's 
compensation. Students, including athletes in most state, are not covered under worker's 
compensation insurance. If the student is on a paid internship, they are probably covered 
under the internship sponsor's worker's compensation insurance. If the internship does 
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n o t  p a y  a  m o n e t a r y  s t i p e n d ,  t h e n  t h e  s t u d e n t  w i l l  p r o b a b l y  n o t  b e  c o v e r e d  u n d e r  t h e  
s p o n s o r ' s  w o r k e r ' s  c o m p e n s a t i o n  i n s u r a n c e .  
I f  t h e  s t u d e n t  h a s  s i g n e d  a  w a i v e r ,  t h e  s t u d e n t  m a y  h a v e  g i v e n  u p  h i s / h e r  r i g h t  t o  w o r k e r ' s  
c o m p e n s a t i o n  c o v e r a g e  a n d  t h e  r i g h t  t o  s u e  a  n e g l i g e n t  p a r t y .  W e  s h o u l d  m a k e  s u r e  t h a t  
t h e  s t u d e n t  u n d e r s t a n d s  t h e  i m p l i c a t i o n s  o f  s i g n i n g  a  w a i v e r  a n d  s h o u l d  n o t  m a k e  t h e  
d e c i s i o n  f o r  t h e  s t u d e n t .  W e  n e e d  t o  e m p h a s i z e  t h a t  d u e  p r o c e s s  m u s t  b e  f o l l o w e d  a n d  
t h e  s t u d e n t ,  a f t e r  k n o w i n g  t h e  i n f o r m a t i o n ,  m a k e s  t h e  d e c i s i o n  a b o u t  w h e t h e r  t o  s i g n  t h e  
w a i v e r  o r  n o t .  I f ,  i n  f a c t ,  w e  a r e  s u e d  u n d e r  t h e s e  c o n d i t i o n s ,  o u r  i n s u r a n c e  w i l l  r e s p o n d .  
9 .  I n t e r n s h i p  S p o n s o r  L i a b i l i t y :  I n  m o s t  c a s e s ,  t h e  s p o n s o r  i s  l i a b l e  f o r  t h e  a c t i o n s  o f  t h e  
i n t e r n s .  I f  t h e  s t u d e n t  s i g n e d  a  w a i v e r ,  t h e  s t u d e n t  w i l l  n e e d  t o  h a v e  a  P r o f e s s i o n a l  
L i a b i l i t y  p o l i c y  i n  e f f e c t .  
1 0 .  F a c u l t y / S t a f f L i a b i l i t y :  F a c u l t y  a n d  M o o r h e a d  S t a t e  U n i v e r s i t y  m a y  b e  s u e d  i f  a  s t u d e n t  
i s  r e s p o n s i b l e  f o r  i n j u r i e s  o r  d a m a g e s  w h i l e  o n  a n  i n t e r n s h i p .  O u r  l i a b i l i t y  p o l i c y  a n d  t h e  
S t a t e  o f  M i n n e s o t a  w i l l  d e f e n d  u s  a n d  r e s p o n d  t o  t h e  d a m a g e s  a w a r d e d  i n  a  s u i t .  T h e  
a w a r d s  i n  t h e s e  c a s e s  w o u l d  b e  s u b j e c t  t o  t h e  l i m i t a t i o n s  s e t  b y  M i n n e s o t a  S t a t u t e s .  
( P l e a s e  n o t e  t h a t  i t  i s  i m p o r t a n t  t h a t  w e  p r o v i d e  s t u d e n t s  w i t h  c o n s i s t e n t ,  c l e a r  
i n f o r m a t i o n  r e g a r d i n g  i n t e r n s h i p s .  T h e  i s s u e  o f  l i a b i l i t y  n e e d s  t o  b e  d i s c u s s e d  a n d  
u n d e r s t o o d  b y  t h e  s t u d e n t . )  
E v e n  i n  t h e  c a s e  o f  " s h a d o w "  i n t e r n s h i p s ,  t h e  f a c u l t y  m e m b e r  a n d  M o o r h e a d  S t a t e  
U n i v e r s i t y  m a y  b e  s u e d .  O n c e  a g a i n ,  o u r  p o l i c y  a n d  t h e  S t a t e  o f  M i n n e s o t a  w i l l  r e s p o n d .  
I n  a d d i t i o n ,  t h e r e  a r e  c a s e s  i n  w h i c h  a n  e m p l o y e e  m a y  b e  p e r s o n a l l y  l i a b l e  f o r  d a m a g e s  t o  a n  
i n j u r e d  p a r t y .  I n  g e n e r a l ,  a s  l o n g  a s  e m p l o y e e s  f o l l o w  u n i v e r s i t y  r e q u i r e m e n t s  ( g u i d e l i n e s ) ,  t h e i r  
l i a b i l i t y  e x p o s u r e  w i l l  b e  c o v e r e d  b y  o u r  p r o f e s s i o n a l  i n s u r a n c e  a n d  t h e  S t a t e  o f  M i n n e s o t a .  
H o w e v e r ,  w h e n  a n  e m p l o y e e  d o e s  n o t  e n f o r c e  u n i v e r s i t y  r u l e s  a n d  r e g u l a t i o n s ,  a n d  t h e r e  i s  a n  
a w a r d  t o  a n  i n j u r e d  p a r t y ,  t h e  e m p l o y e e  h a s  p l a c e d  h i m s e l f  i n  a n  o n e r o u s  p o s i t i o n .  T h e  
i n s u r a n c e  c o m p a n y ,  t h e  S t a t e  o f  M i n n e s o t a ,  o r  e v e n  M o o r h e a d  S t a t e  U n i v e r s i t y  m a y  r e f u s e  t o  
d e f e n d  t h e  e m p l o y e e ,  p a y  t h e  d a m a g e s ,  a n d  m a y  e v e n  b r i n g  s u i t  a g a i n s t  t h e  e m p l o y e e  i n  s o m e  
c a s e s  t o  r e c o v e r  t h e  d a m a g e s  p a i d  t o  t h e  i n j u r e d  p a r t y .  [ V P  C r o c k e t t  m e m o  1 1 2 1 / 9 7 ]  
L I B E R A L  S T U D I E S  P R O G R A M  
M i s s i o n  S t a t e m e n t  
T h e  L i b e r a l  S t u d i e s  P r o g r a m  o f  M o o r h e a d  S t a t e  U n i v e r s i t y  i s  d e s i g n e d  t o  p r o v i d e  a  b r o a d  b a s e  
o f k n o w l e d g e  a n d  c u l t u r a l  t h e m e s  d e r i v e d  f r o m  t h e  d i v e r s i t y  a n d  u n i v e r s a l i t y  o f h u m a n  
e x p e r i e n c e .  T h r o u g h  t h i s  r e q u i r e m e n t ,  s t u d e n t s  g a i n  e x p o s u r e  t o  b a s i c  t h o u g h t  a n d  i n t e r p r e t a t i o n  
p r o v i d e d  b y  v a r i o u s  d i s c i p l i n e s  s o  a s  t o  e n h a n c e  t h e  q u a l i t y  o f  t h e i r  p a r t i c i p a t i o n  i n  a n d  
u n d e r s t a n d i n g  o f  t h e  w o r l d  a r o u n d  t h e m .  L i b e r a l  S t u d i e s  c o u r s e s  i n v o l v e  m o r e  t h a n  a  k n o w l e d g e  
b a s e  a l o n e  b y  s e e k i n g  i n t e g r a t i o n  a n d  s y n t h e s i s  o f  k n o w l e d g e  a n d  i d e a s .  C o u r s e s  w h i c h  f o c u s  o n  
t h e  a p p l i c a t i o n  o f  k n o w l e d g e  t o  c a r e e r  d e v e l o p m e n t  s h o u l d  b e  r e s e r v e d  f o r  t h e  m a j o r ,  m i n o r  
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and/or elective programs. Finally, the Liberal Studies Program should provide a basis for 
lifelong learning. 
Purposes of the Liberal Studies Program 
MSU's Liberal Studies requirement seeks to introduce the perspectives, contributions, limitations 
and inter-relationships that diverse disciplines bring to the world of ideas and knowledge. It 
seeks to instill the joy of learning through courses prepared for this purpose while seeking to 
achieve the following objectives. 
Students should understand: 
1. their work, society and self in an objective and critical manner; 
2. the past, so as to more intelligently cope with the present and future; 
3. the scientific method; 
4. the development and diversity of American civilization and culture; 
5. cultures and geographic regions other than their own in an increasingly complex and 
interdependent global community; 
6. major intellectual, scientific and artistic contributions of Western and non-Western 
civilizations. 
Students should develop: 
1. a positive attitude toward lifelong learning and various modes of inquiry; 
2. the ability to learn independently; 
3. the abilities needed to adapt to diverse situations and contribute as citizens of a changing 
society; 
4. a respect for the complexity of the natural and social worlds and an appreciation for the 
interdependence; 
5. a respect for the rights and values of others and for cultures different from their own; 
6. a sense of aesthetic standards in judging creative works. 
General Objectives of the Liberal Studies Courses 
Any liberal studies course must involve students in: 
1. Gathering information from diverse resources, analyzing the information critically, 
organizing it effectively and presenting findings clearly; 
2. Applying the principles of rational thought; 
3. Demonstrating skills in problem solving, including inductive and deductive processes; 
4. Communicating effectively and gracefully through oral and written forms. 
Division Objectives 
The following objectives are for developing courses, approving courses for inclusion, and 
orienting student to the goals of each college. The Liberal Studies Committee realizes that a 
single course may not meet all of the objectives. 
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D i v i s i o n  A  
E n g l i s h  C o m p o s i t i o n  a n d  L i t e r a t u r e  
T h e  t w o  s e m e s t e r  F r e s h m a n  E n g l i s h  s e q u e n c e  s h o u l d  p r o v i d e  a n  o p p o r t u n i t y  f o r  t h e  s t u d e n t s  t o :  
1 .  B e c o m e  a  m o r e  s k i l l f u l  w r i t e r ,  w h o  d e m o n s t r a t e s  t h e  a b i l i t y  t o  w r i t e  a  c l e a r ,  a c c u r a t e ,  a n d  
g r a m m a t i c a l l y  c o r r e c t  p r o s e .  
2 .  B e c o m e  a  m o r e  s k i l l f u l  r e a d e r ,  w h o  i s  f a m i l i a r  w i t h  a  v a r i e t y  o f  s i g n i f i c a n t  l i t e r a r y  t e x t s  
a n d  c o n c e p t s .  
3 .  O r d e r  t h e  e l e m e n t s  o f  s e n t e n c e s  t o  a c h i e v e  v a r i o u s  e f f e c t s ,  a n d  t o  c h o o s e  t h e  b e s t  w o r d  t o  
e x p r e s s  a  c h o s e n  c o n c e p t  o r  f e e l i n g .  
4 .  B e c o m e  c r i t i c a l  t h i n k e r s  w h o  p o s s e s s  t h e  a b i l i t y  t o  d e t e c t  a u t h o r i a l  b i a s ,  b u t  w h o  a l l o w  
f o r  d i f f e r e n c e s  i n  s o c i o - h i s t o r i c a l  s e t t i n g s  a n d  p o i n t s  o f  v i e w  i n  l i t e r a t u r e  a n d  w r i t t e n  
m a t e r i a l s  g e n e r a l l y .  
5 .  T h i n k  l o g i c a l l y  a n d  p r e s e n t  i d e a s  c o h e r e n t l y  a n d  a c c u r a t e l y .  
6 .  M a k e  u s e  o f  l i b r a r y  r e s o u r c e s  a n d  l e a r n  r e s e a r c h  t e c h n i q u e s .  
7 .  L e a r n  t o  u s e  a n d  c r e d i t  t h e  w r i t i n g  o f  o t h e r s  i n  a  r e s p o n s i b l e  m a n n e r .  
D i v i s i o n  B  
N a t u r a l  S c i e n c e s  a n d  T h e i r  P r o c e s s e s  
C o u r s e s  s h o u l d  p r o v i d e  a n  o p p o r t u n i t y  f o r  t h e  s t u d e n t  t o :  
1 .  U n d e r s t a n d  a n d  u s e  t h e  m e t h o d s  o f  i n q u i r y  a n d  a n a l y s i s  f o u n d  i n  t h e  n a t u r a l  s c i e n c e s  a n d  
b e  a b l e  t o  i l l u s t r a t e  t h e  u s e  o f  t h i s  m e t h o d o l o g y .  
2 .  A p p l y  t h e  g u i d i n g  p r i n c i p l e s  ( l a w s )  a n d  t h e o r i e s  o f  a  g i v e n  n a t u r a l  s c i e n c e  t o  s p e c i f i c  
s i t u a t i o n s .  
3 .  A n a l y z e  i n f o r m a t i o n  g a i n e d  f r o m  e x p e r i m e n t s  o r  o b s e r v a t i o n s  w i t h  t h e  q u a n t i t a t i v e  
m e t h o d s  o f  t h e  n a t u r a l  s c i e n c e s .  S t u d e n t s  s h o u l d  b e  a b l e  t o  i d e n t i f y  a n d  d e s c r i b e  
e x p e r i m e n t a l  u n c e r t a i n t i e s  i n h e r e n t  i n  q u a n t i t a t i v e  d a t a .  
4 .  U n d e r s t a n d  t h e  h u m a n  a n d  h i s t o r i c a l  a s p e c t s  o f  t h e  n a t u r a l  s c i e n c e s .  
5 .  U n d e r s t a n d  t h e  c o m p l e x i t y  o f  a p p l y i n g  s c i e n t i f i c  k n o w l e d g e  t o  t e c h n o l o g y  b y  a n a l y z i n g  
a t  l e a s t  o n e  s u c h  a p p l i c a t i o n  i n  d e t a i l .  
6 .  B e c o m e  f a m i l i a r  w i t h  t h e  r o l e s  a n d  i m p o r t a n c e  o f  c r e a t i v e  i m a g i n a t i o n ,  a e s t h e t i c s ,  e t h i c s ,  
a b s t r a c t  t h i n k i n g  a n d  c r i t i c a l  a n a l y s i s  i n  t h e  m e t h o d o l o g y  o f  s c i e n c e .  
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7. Recognize the interactive relationship of science and culture in the past, present and 
future. 
8. Become aware ofthe connections between the natural sciences, mathematics and the 
social sciences. 
9. Apply scientific concepts and principles to everyday life and appreciate their usefulness 
in understanding common experience. 
10. Distinguish between science and pseudo science, such as astrology, through an 
understanding of the methodology of science. 
11. Understand the scope, perspectives and limitations of a given scientific discipline. 
12. Develop the capacity to assess and evaluate scientific information from a variety of 
sources in order to effectively participate as informed citizens in an increasing scientific 
and technological world. 
Additions to Division Objectives for B 1 
For courses in Natural Sciences and their processes that receive the experimental and/or 
observational credit, but do not necessarily involve experiments in a traditional laboratory 
section, the course must provide an opportunity (appropriate to the specific science) for the 
students to: 
1. carry out quantitative and/or qualitative analysis of phenomena. 
2. observe how data are generated or collected in the science as it is actually practiced. 
3. demonstrate an accurate understanding of the relationship between theory, hypothesis 
formation, and scientific observations. 
4. have observational experiences involving some basic equipment and apparatus of the 
science. 
5. be evaluated in the above areas. 
None of these criteria preclude observational work and interpretation of data which is presented 
indirectly; appropriate photographs, films, and planetarium projections might be sources of some 
student observations. 
Division C 
Behavioral and Social Sciences 
Courses should provide an opportunity for the student to: 
1. Study scientific and rational approaches to understanding human behavior both past and 
present. 
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2 .  G a t h e r  a n d  a n a l y z e  i n f o r m a t i o n  o b j e c t i v e l y  u s i n g  t h e  t o o l s  a n d  i d e a s  o f  b e h a v i o r a l  a n d  
s o c i a l  s c i e n c e  d i s c i p l i n e s .  
3 .  U n d e r s t a n d  t h e  c o m p l e x i t y  o f  h u m a n  i n t e r a c t i o n s  f r o m  t h e  p e r s p e c t i v e s  o f  t h e  i n d i v i d u a l  
a n d  s o c i e t a l ,  g e o g r a p h i c ,  e c o n o m i c ,  a n d / o r  p o l i t i c a l  s y s t e m s .  
4 .  U n d e r s t a n d  t h e  s o c i a l ,  c u l t u r a l ,  h i s t o r i c a l ,  e c o n o m i c ,  p o l i t i c a l  p r o c e s s e s  i n  t h e  
d e v e l o p m e n t  o f  c o m p l e x  s o c i e t i e s .  
5 .  E x a m i n e  i n d i v i d u a l ,  g r o u p ,  p o l i t i c a l ,  e c o n o m i c ,  g e o g r a p h i c a l ,  a n d  h i s t o r i c a l  c a u s e s  f o r  
s i g n i f i c a n t  s o c i a l  p r o b l e m s .  
6 .  D e v e l o p  i n s i g h t  i n t o  t h e  u n d e r l y i n g  m o t i v a t i o n a l  f o r c e s  i n f l u e n c i n g  i n d i v i d u a l s  a n d  
s o c i e t y .  
7 .  R e c o g n i z e  a n d  d i f f e r e n t i a t e  b e t w e e n  o b j e c t i v e  i n f o r m a t i o n  a n d  p r o p a g a n d a .  
8 .  U n d e r s t a n d  t h e  s c o p e ,  p e r s p e c t i v e s ,  a n d  l i m i t a t i o n s  o f  a  g i v e n  s o c i a l  d i s c i p l i n e .  
9 .  E x a m i n e  t h e  i n t e r - r e l a t i o n s h i p s  a m o n g  t h e  v a r i o u s  b e h a v i o r a l  a n d  s o c i a l  s c i e n c e s .  
1 0 .  D e v e l o p  t h e  k n o w l e d g e  a n d  c r i t i c a l  t h i n k i n g  s k i l l s  n e c e s s a r y  f o r  e f f e c t i v e  c i t i z e n s h i p .  
1 1 .  B e  a w a r e  o f  t h e  c o n n e c t i o n s  b e t w e e n  t h e  s o c i a l  s c i e n c e s  a n d  t h e  n a t u r a l  s c i e n c e s  a n d  
m a t h e m a t i c s .  
D i v i s i o n  D  
W e s t e r n  T r a d i t i o n :  H u m a n i t i e s  a n d  F i n e  A r t s  
C o u r s e s  s h o u l d  p r o v i d e  a n  o p p o r t u n i t y  f o r  t h e  s t u d e n t  t o :  
1 .  U n d e r s t a n d  t h e  o r i g i n s  a n d  d e v e l o p m e n t  o f  W e s t e r n  c u l t u r e .  
2 .  L e a r n  t o  r e a d ,  v i e w  a n d / o r  l i s t e n  t o  t h e  f i n e  a r t s  a s  k e y s  t o  c u l t u r a l  u n d e r s t a n d i n g .  
3 .  U n d e r s t a n d  t h e  r e l e v a n c e  o f  g r e a t  h u m a n i s t i c  q u e s t i o n s .  
4 .  E n h a n c e  o n e ' s  o w n  s t a n d a r d s  f o r  a n a l y z i n g  a n d  j u d g i n g  c r e a t i v e  w o r k s .  
5 .  I n t e g r a t e  t h e  m a j o r  a r t i s t i c ,  l i t e r a r y  a n d  i n t e l l e c t u a l  c o n t r i b u t i o n s  t h a t  h a v e  s h a p e d  
W e s t e r n  c u l t u r e ,  i n c l u d i n g  t h a t  o f  t h e  U n i t e d  S t a t e s ,  i n  r e l a t i o n  t o  s i g n i f i c a n t  
c i v i l i z a t i o n a l  t r e n d s  a n d  m o v e m e n t s .  
6 .  R e c o g n i z e  c r o s s - o r  i n t e r - c u l t u r a l  i n f l u e n c e s  b e t w e e n  t h e  h u m a n i s t i c  d e v e l o p m e n t  o f  t h e  
W e s t e r n  a n d  n o n - W e s t e r n  w o r l d s .  
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7. Think and write critically about great humanistic questions. 
8. Understand and articulate different approaches to moral problems. 
9. Develop an historical perspective on significant achievements in Western culture. 
DivisionE 
Communicative and Symbolic Processes 
Courses should provide an opportunity for the student to: 
Communicative Processes 
1. Understand the social/psychological processes of oral, visual, or written communications. 
2. Understand the theory and practice of persuasion among individuals, small groups, or 
mass audiences. 
3. Critically analyze various forms of communication with emphasis upon developing skills 
for detecting persuasive manipulations. 
4. Understand the societal effects of immediate or mediated communications. 
5. Understand and develop an appreciation for the role of free communication in society. 
6. Learn to gather information, use it objectively and attribute ideas ethically. 
7. Develop skills in creative, practical, or technical writing 
8. Develop speaking and listening skills in interpersonal, small group, or large group 
contexts. 
9. Develop skills for understanding intercultural and international communications. 
10. Understand ethnic, gender, and other societal differences in communicative processes. 
11. Develop skills in understanding, reading , speaking, and writing a second language. 
Symbolic Processes 
1. View the underlying nature and theory of computational and symbolic processes utilizing 
critical thinking. 
2. Learn and use inductive and/or deductive reasoning. 
3. Use symbolic abstraction and generalization to evaluate complex relationships. 
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4 .  U n d e r s t a n d  t h e  p r o c e s s e s  o f  p r o b l e m  s o l v i n g  t h r o u g h  s y m b o l i c  r e p r e s e n t a t i o n  a n d  
m a n i p u l a t i o n .  
5 .  U s e  a n  a x i o m a t i c  a p p r o a c h  i n  b u i l d i n g  a n  a b s t r a c t  b o d y  o f  k n o w l e d g e .  
6 .  B e c o m e  f a m i l i a r  w i t h  t h e  l o g i c a l  p r i n c i p l e s  b e h i n d  d a t a  a n a l y s i s .  
7 .  U n d e r s t a n d  t h a t  t h e  p r i n c i p l e s  o f  l o g i c  c a n  b e  u s e d  t o  o r g a n i z e  a n d  u n d e r s t a n d  e v e n t s  
a r o u n d  u s .  
8 .  B e c o m e  a w a r e  o f  t h e  i n f l u e n c e  t h a t  m a t h e m a t i c s  a n d  s y m b o l i c  p r o c e s s e s  h a v e  h a d  o n  
h i s t o r y  a n d  c u l t u r e .  
9 .  U n d e r s t a n d  t h a t  w h i l e  m a t h e m a t i c s  h a s  m a n y  a p p l i c a t i o n s ,  i t  i s ,  i n  f a c t ,  a n  a r t  f o r m  w i t h  
i t s  o w n  a e s t h e t i c  q u a l i t i e s .  
D i v i s i o n  F  
M u l t i c u l t u r a l  a n d  G l o b a l  S t u d i e s  
C o u r s e s  s h o u l d  p r o v i d e  a n  o p p o r t u n i t y  f o r  t h e  s t u d e n t  t o :  
I .  E x a m i n e  h o w  s p e c i f i c  g r o u p s  d e v e l o p  a n d  d e m o n s t r a t e  u n i v e r s a l  h u m a n  c o n c e r n s .  
2 .  E x p l o r e  t h e  o r i g i n s ,  c o n t r i b u t i o n s ,  a n d  i n c r e a s i n g  i n t e r d e p e n d e n c e  o f  d i v e r s e  p e o p l e s  
w i t h i n  t h e  w o r l d  c o m m u n i t y ,  g i v i n g  c o n s i s t e n t  a n d  e x t e n s i v e  a t t e n t i o n  t o  t h e  e x p e r i e n c e s  
a n d  p e r s p e c t i v e s  f o r  p e o p l e  i n  A s i a ,  A f r i c a ,  a n d / o r  L a t i n  A m e r i c a .  
3 .  U n d e r s t a n d  n o n - W e s t e r n  p e r s p e c t i v e s  a n d  w o r l d  v i e w s .  
4 .  E x a m i n e  t h e  i n t e r - r e l a t i o n s h i p s  a m o n g  e n v i r o n m e n t ,  t e c h n o l o g y ,  s o c i a l  o r g a n i z a t i o n ,  a n d  
i d e o l o g y  i n  v a r i o u s  r e g i o n s .  
5 .  D e v e l o p  t h e  k n o w l e d g e  a n d  c r i t i c a l  t h i n k i n g  s k i l l s  n e c e s s a r y  f o r  e f f e c t i v e  p a r t i c i p a t i o n  i n  
a  g l o b a l  c o m m u n i t y .  
C o u r s e s  s a t i s f y i n g  t h e  C u l t u r a l  D i v e r s i t y  c a t e g o r y  s h o u l d  a l s o  p r o v i d e  a n  o p p o r t u n i t y  f o r  t h e  
s t u d e n t  t o :  
6 .  R e a l i z e  t h a t  d i v e r s e  p o p u l a t i o n s  i n  t h e  U n i t e d  S t a t e s  h a v e  e s t a b l i s h e d  o n - g o i n g  f e a t u r e s  
a n d  p a t t e r n s  w h i c h  a r e  a u t h e n t i c  p a r t s  o f  t h e  A m e r i c a n  c u l t u r a l  m o s a i c .  
7 .  G a i n  i n s i g h t s ,  k n o w l e d g e ,  a n d  u n d e r s t a n d i n g  o f  h i s / h e r  o w n  c u l t u r e  a s  a  r e s u l t  o f  
s t u d y i n g  d i v e r s e  c u l t u r e s  w i t h i n  t h e  U n i t e d  S t a t e s .  
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8. Understand the connections between the historical and contemporary situations of ethnic 
minorities. 
9. Gain an awareness of the origins and results of inter-group prejudice and discrimination. 
10. Study models of majority-minority relations. [APAC 12/6/94] 
MnSCU PROGRAM MANAGEMENT POLICIES 
Program Management policies have been developed by MnSCU and are detailed in the 
"Academic Program Manual." General procedures are summarized here. 
New Programs 
A "New Program Application" is to be submitted for any new associate, bachelor's, master's, or 
specialist's degree program and for a new minor if no corresponding major already exists. 
Generally, proposals for new programs may be presented at any time during the year. In doing 
so, however, it is likely that the proposals which can be processed most expeditiously are those 
that have previously obtained a positive review of a program Outline of Intent. During the 
development of a proposal, Academic Programs staff will provide preliminary review and 
assistance as workload permits. Also, external review is required for proposed graduate 
programs. Selection of graduate program reviewers is accomplished through consultation with 
the Academic Programs staff, with cost of the external review process borne by the university. 
An application that demonstrates careful curriculum planning and institutional commitment will 
represent the best case for the proposed program. Proposals which build on existing strengths, 
support and enhance current programs, and utilize existing faculty and equipment are more likely 
to be approved. Each proposal should stand on its own merits, without negative references to 
other institutions, or programs. Usually, the progress of a proposal toward fmal approval is not 
linear, but involves numerous questions, discussions, and negotiations. Proposals are subject to 
critical editing, and suggestions may be provided before it is submitted to the Board of Trustees. 
Academic Programs staff will provide occupational information upon request, as well as 
information on the location of public and private occupational programs. Graduate follow-up 
information may also be obtained. In addition, it may be helpful to present information from 
other published data sources (include citations with page numbers). Raw data are best included 
in appendices, and summarized in the proposal. Appendices of applications for new graduate 
programs should also include short vita, in uniform format, of faculty involved in the program. 
To document the need for the new program, the "New Program Application" requires answers to 
the following questions: 
a. State the number and location of similar public or private programs already operating 
in Minnesota. Explain how the proposed program is similar and different from existing 
programs. 
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b .  D e s c r i b e  a n d  d o c u m e n t  s t u d e n t  d e m a n d  f o r  t h e  p r o g r a m .  
c .  I f  a p p l i c a b l e ,  d e s c r i b e  a n d  d o c u m e n t  o c c u p a t i o n a l  d e m a n d  f o r  t h e  p r o g r a m .  
d .  D e s c r i b e  t h e  f a c u l t y ,  e q u i p m e n t ,  a n d  l i b r a r y  r e s o u r c e s  a v a i l a b l e  f o r  i m p l e m e n t a t i o n  o f  
t h e  p r o g r a m  ( i n c l u d e  f o r  c o o p e r a t i n g  i n s t i t u t i o n  a l s o ) .  
e .  D e s c r i b e  t h e  r e l a t i o n s h i p  o f  t h e  p r o g r a m  t o  t h e  i n s t i t u t i o n a l  m i s s i o n .  
P r o g r a m  R e d e s i g n  
V a r i o u s  k i n d s  o f  p r o g r a m  m o d i f i c a t i o n s  r e q u i r e  c o m p l e t i o n  o f  s p e c i f i c  s e c t i o n s  o f  t h e  " P r o g r a m  
R e d e s i g n  A p p l i c a t i o n . "  T h e  f o l l o w i n g  c h a n g e s  a r e  i n c l u d e d :  c h a n g e  o f  p r o g r a m  n a m e  o r  c r e d i t  
l e n g t h ;  a d d i n g  o r  d e l e t i n g  a n  e m p h a s i s ,  o p t i o n ,  o r  c o n c e n t r a t i o n  t o  a n  e x i s t i n g  p r o g r a m ;  a n d  
a d d i n g  o r  d e l e t i n g  a  c e r t i f i c a t e  ( s u b c r e d e n t i a l )  r e l a t e d  t o  a n  e x i s t i n g  p r o g r a m .  
O f f - C a m p u s  S i t e  
A n  " O f f - C a m p u s  S i t e  A p p l i c a t i o n "  m u s t  b e  s u b m i t t e d  f o r  t h e  t e m p o r a r y  l o c a t i o n  o f  a  p r o g r a m  i f :  
( 1 )  a n  e n t i r e  p r o g r a m  i s  s c h e d u l e d  t o  b e  o f f e r e d  a t  a n  o f f - c a m p u s  l o c a t i o n ,  ( 2 )  m o r e  t h a n  2 4  F Y E  
w i l l  b e  g e n e r a t e d  a t  t h e  l o c a t i o n  d u r i n g  t h e  f i s c a l  y e a r ,  o r  ( 3 )  m o r e  t h a n  1 4  c o u r s e s  w i l l  b e  
o f f e r e d  a t  t h e  l o c a t i o n  d u r i n g  t h e  f i s c a l  y e a r .  D e l i v e r y  o f  o f f - c a m p u s  c o u r s e s  m i g h t  i n c l u d e  
r e g u l a r  c l a s s r o o m  d e l i v e r y  o r  d e l i v e r  v i a  i n t e r a c t i v e  t e l e v i s i o n  ( l T V )  o r  o t h e r  m o d e s .  T h e  
a p p l i c a t i o n  m u s t  b e  s u b m i t t e d  a t  l e a s t  n i n e t y  ( 9 0 )  d a y s  b e f o r e  t h e  u s e  o f  t h e  s i t e .  
P r o g r a m  C l o s u r e ,  S u s p e n s i o n ,  o r  R e i n s t a t e m e n t  
T h e  P r o g r a m  C l o s u r e .  S u s p e n s i o n .  o r  R e i n s t a t e m e n t  A p p l i c a t i o n  s h o u l d  b e  s u b m i t t e d  a t  l e a s t  
n i n e t y  ( 9 0 )  d a y s  b e f o r e  t h e  c l o s u r e ,  s u s p e n s i o n ,  o r  r e i n s t a t e m e n t  w o u l d  o c c u r .  P r o g r a m s  m a y  b e  
s u s p e n d e d  f o r  a  p e r i o d  n o t  t o  e x c e e d  t h r e e  ( 3 )  y e a r s ,  a n d  r e i n s t a t e d ,  i f  f e a s i b l e ,  w i t h i n  t h a t  t i m e  
p e r i o d .  C l o s u r e  d e c i s i o n s  m a y  a l s o  b e  i n i t i a t e d  b y  t h e  B o a r d  o f  T r u s t e e s .  
T h e  P r o g r a m  C l o s u r e .  S u s p e n s i o n .  o r  R e i n s t a t e m e n t  A p p l i c a t i o n  s h o u l d  b e  c o m p l e t e d  f o r  a n y  
p r o g r a m  c l o s u r e ,  s u s p e n s i o n ,  o r  r e i n s t a t e m e n t  r e q u e s t .  [ M n S C U ,  1 1 9 6 ]  
P A S S - N O  C R E D I T  G R A D E S  
A n y  s t u d e n t  w i t h  s o p h o m o r e ,  j u n i o r ,  o r  s e n i o r  s t a n d i n g  m a y  t a k e  o n e  c o u r s e  p e r  t e r m  f o r  P a s s -
N o  C r e d i t  g r a d e s  i n  a r e a s  o u t s i d e  t h e  s t u d e n t ' s  m a j o r  o r  m i n o r  d i s c i p l i n e .  P a s s - N o  C r e d i t  c o u r s e s  
m a y  n o t  b e  a p p l i e d  t o  t h e  L i b e r a l  S t u d i e s  P r o g r a m .  A  s t u d e n t  m a y  a p p l y  u p  t o  1 6  c r e d i t s  u n d e r  
t h e  P a s s - N o  C r e d i t  o p t i o n  t o  a  b a c c a l a u r e a t e  d e g r e e  p r o g r a m .  N o  c o u r s e  w h i c h  t h e  s t u d e n t  h a s  
p r e v i o u s l y  f a i l e d  m a y  b e  r e p e a t e d  u n d e r  t h e  P a s s - N o  C r e d i t  o p t i o n .  P a s s - N o  C r e d i t  c o u r s e s  a r e  
n o t  i n c l u d e d  i n  c o m p u t i n g  t h e  g r a d e  p o i n t  a v e r a g e .  
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A grade of 11 S11 is recorded for any course successfully completed under the Pass-No Credit 
option. No entry will be made if the student fails to earn credit. A Pass-No Credit agreement 
form, available from the Records Office, must be signed by the student and his/her advisor and 
returned to the Records Office on or before the tenth class day of the term. [M&C 5/15/92] 
PASS/FAIL COURSES 
Certain courses, the nature of which makes it impossible to differentiate between passing grades, 
may be offered on a pass (11S11) or fail (11F11) basis upon receipt of permission from the Vice 
President for Academic Affairs. All students in such courses must be graded on a .. S .. or upu 
basis. Student teaching and internships are always graded on a pass-fail basis. [M&C 5/15/92] 
POSTING GRADES 
Faculty wishing to post exam or course grades must do so in a manner that does not allow for 
identification of individuals. For example, names, student numbers, initials, and social security 
numbers may not be used. [See FERP A policy.] 
PRE-REGISTRATION 
Pre-registration for spring term occurs approximately six weeks prior to final examinations 
during fall semester. Pre-registration for currently enrolled students for the fall term is held 
about six weeks prior to spring final examinations. Pre-registration for summer sessions is held 
the week before fall pre-registration. Incoming students for the fall term are registered during the 
spring, summer, or just prior to fall term, during Dragon Days. [M&C 5/15/92] 
REPEATING COURSES 
When a course is repeated, only the higher grade will be used to compute the student's grade 
point average. However, repeating a course more than once will result in the removal of only 
one previous grade from the student's GPA computation. To assure that the GP A is correct, the 
student must submit a .. Repeated Course .. form at the Records Office. All course attempts will 
remain on the student's permanent academic record. A student may not repeat a course to 
improve a previous grade of 11C11 or better in that course. Such registration will be treated as an 
audit. [M&C 5115/92] 
SATISFACTORY ACADEMIC PROGRESS STANDARDS 
FOR RECEIPT OF FINANCIAL AID 
Federal and State regulations require that all students maintain satisfactory academic progress 
toward completion of the requirements for a degree or certificate to receive student financial aid. 
The following standards are specified by the Higher Education Amendments of 1986 
[Public Law 99-498, Section 484] 
Satisfactory Academic Progress Standards for receipt of student financial aid apply to all 
students, including graduate students, whether or not they are currently receiving any student aid. 
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I f  t h e  s t u d e n t  i s  o t h e r w i s e  i n e l i g i b l e  f o r  f i n a n c i a l  a i d ,  t h e  p r o g r e s s  s t a n d a r d s  w i l l  n o t  i m m e d i a t e l y  
a f f e c t  t h e m .  T h e y  w i l l  c o n t i n u e  t o  b e  i n f o r m e d  o f  a n y  u n s a t i s f a c t o r y  p r o g r e s s  i n  t h e  e v e n t  t h a t  
t h e y  a p p l y  o r  b e c o m e  e l i g i b l e  f o r  f i n a n c i a l  a i d  i n  t h e  f u t u r e .  
F a i l u r e  t o  m a i n t a i n  s a t i s f a c t o r y  p r o g r e s s  w i l l  r e s u l t  i n  i n e l i g i b i l i t y  f o r  t h e  f o l l o w i n g  f i n a n c i a l  a i d  
p r o g r a m s :  F e d e r a l  P e l l  G r a n t ,  F e d e r a l  S u p p l e m e n t a l  E d u c a t i o n a l  O p p o r t u n i t y  G r a n t  ( F S E O G ) ,  
F e d e r a l  P e r k i n s  L o a n  ( f o r m e r l y  N D S L ) ,  W o r k  P r o g r a m ,  F e d e r a l  S u b s i d i z e d  a n d  U n s u b s i d i z e d , ,  
S t r a t f o r d  L o a n  P r o g r a m ,  F e d e r a l  P L U S ,  S E L F ,  M i n n e s o t a  S t a t e  G r a n t ,  V o c a t i o n a l  
R e h a b i l i t a t i o n ,  N o n - A F D C  C h i l d c a r e ,  a n d  I n d i a n  S c h o l a r s h i p s .  M o n i t o r i n g  o f  t h e  s t u d e n t ' s  
a c a d e m i c  p r o g r e s s  i s  e v a l u a t e d  y e a r l y .  S t u d e n t s  w i l l  b e  a d v i s e d  o f  t h e i r  s t a t u s  b y  l e t t e r  i f  t h e y  
f a i l  t o  m e e t  t h e  s t a n d a r d s .  
M i n i m u m  S a t i s f a c t o r y  P r o g r e s s  S t a n d a r d s  
G r a d e  P o i n t  A v e r a g e  .  
S t u d e n t s  a r e  r e q u i r e d  t o  m a i n t a i n  t h e  f o l l o w i n g  m i n i m u m  G P  A  r e q u i r e m e n t s :  
a .  1 . 6  c u m u l a t i v e  G P  A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  1 6  c r e d i t s .  
b .  1 . 9  c u m u l a t i v e  G P  A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  4 0  c r e d i t s .  
c .  2 . 0  c u m u l a t i v e  G P A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  9 0  c r e d i t s .  
d .  G r a d u a t e  s t u d e n t s  n e e d  a  m i n i m u m  3 . 0 0  G P A  t o  g r a d u a t e  a n d  m u s t  m e e t  a l l  o t h e r  
r e q u i r e m e n t s  a s  s t a t e d  i n  t h e  c u r r e n t  g r a d u a t e  b u l l e t i n .  
C r e d i t s  
I n  o r d e r  t o  m a i n t a i n  s a t i s f a c t o r y  a c a d e m i c  p r o g r e s s  f o r  f i n a n c i a l  a i d  p u r p o s e s ,  u n d e r g r a d u a t e  
s t u d e n t s  m u s t  c o m p l e t e  a  m i n i m u m  o f 7 5 %  o f t h e  t o t a l  c u m u l a t i v e  c r e d i t s  a t t e m p t e d  a t  M S U  
w i t h  a  g r a d e  o f " D "  o r  b e t t e r .  
R e f e r  t o  t h e  B u l l e t i n  f o r  c o m p l e t e  U n i v e r s i t y  p o l i c y  r e g a r d i n g  m i n i m u m  s t a n d a r d s .  A l l  a p p e a l s  
r e g a r d i n g  G P  A  s h o u l d  b e  d i r e c t e d  t o  t h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  f o r  r e v i e w ,  p h o n e  2 3 6 -
2 7 6 5 .  [ M & C  5 / 1 5 / 9 2 ]  
S E N I O R  C I T I Z E N S  
M i n n e s o t a  r e s i d e n t s  a g e  6 2  o r  o v e r  m a y  e i t h e r  ( a )  a t t e n d  c l a s s  f r e e  w i t h o u t  c r e d i t  o r  ( b )  r e c e i v e  
c r e d i t  b y  p a y m e n t  o f  a n  a d m i n i s t r a t i v e  f e e  o f  $ 6 . 0 0  p e r  c r e d i t  i f  s p a c e  i s  a v a i l a b l e  a f t e r  a l l  t u i t i o n  
p a y i n g  s t u d e n t s  a r e  e n r o l l e d .  T o  r e c e i v e  c r e d i t ,  t h e  s e n i o r  c i t i z e n  m u s t  ( a )  f i l l  o u t  t h e  c o u r s e  
r e g i s t r a t i o n  f o r m  a n d  i n d i c a t e  s e n i o r  c i t i z e n  s t a t u s ;  ( b )  s h o w  e v i d e n c e ,  s u c h  a s  d r i v e r ' s  l i c e n s e ,  t o  
t h e  i n s t r u c t o r  t o  c e r t i f y  b i r t h  d a t e ;  a n d  ( c )  s e c u r e  i n s t r u c t o r ' s  s i g n a t u r e .  [ M & C  5 / 1 5 / 9 2 ]  
S T U D E N T  A B S E N C E S  
S t u d e n t s  a r e  e x p e c t e d  t o  a t t e n d  a l l  c l a s s  m e e t i n g s  u n l e s s  t h e y  a r e  i l l  o r  o f f i c i a l l y  e x c u s e d  a s  t h e  
r e s u l t  o f  p a r t i c i p a t i o n  i n  a  c o l l e g e  f u n c t i o n .  H o w e v e r ,  f a c u l t y  m e m b e r s  m a y  o r  m a y  n o t  t a k e  r o l l  
i n  t h e i r  c l a s s e s ,  a n d  t h e y  m a y  o r  m a y  n o t  l o w e r  t h e  m a r k s  o f  s t u d e n t s  f o r  t h e  s o l e  r e a s o n  o f  
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unexcused absences. If a faculty member has a practice of penalizing for nonattendance, he/she 
must (a) announce the policy regarding the penalty for nonattendance at the first class meeting of 
the term, (b) not penalize the student for nonattendance unless the student is absent without 
official excuse more class periods during the term than the number of periods the class meets 
each week (or more than two class periods during a summer session), and (c) submit in writing to 
the Vice President for Academic Affairs the explicit policy statement. 
In cases of individual absence due to health, emergencies or military obligation, the student must 
notify his/her faculty instructors. Each faculty member will determine the appropriateness of the 
absence and all work to be made up and any effect on the course grade. 
When an official university activity conflicts with scheduled classes, students participating in the 
official activity will be regarded as excused. Within the limits of feasibility, an excused absence 
assures a student of the right to make up the missed class requirement. The nature, time and 
place of the make-up work is at the discretion of the instructor. Official university events are 
those that are approved by the appropriate dean or vice president. Lists of participating students 
should be distributed at least two weeks prior to the activity. 
Students wishing to appeal academic decisions or policies may do so by appealing in writing to 
the Academic Appeals Committee (Owens 206). [M&C 5/15/92] 
STUDENT CONDUCT CODE 
The official university conduct statement sets forth conduct standards, examples of violating acts, 
probable sanctions that may be expected and the procedure to be followed when the policy is 
violated. See the Student Handbook for the Conduct Statement of the University or contact 
Kathy Scott, Student Union 222, phone 236-2174. [M&C 5/15/92] 
SUSPENSION POLICY- ACADEMIC 
Moorhead State University's suspension policy requires students to achieve the following 
cumulative grade point averages at the points indicated: 
16 or more attempted credits, including at least 12 credits with grades other than "S" -- 1.601 
40 or more attempted credits-- 1.90 
90 or more attempted credits-- 2.00 
1 Because New Center students often take only MDS courses their first few terms and MDS 
courses yield no grade points, New Center students cannot become subject to suspension until 
they have enrolled for at least 12 credits of graded (other than S) courses. A complete 
explanation of satisfactory academic progress rules for New Center students is available in the 
New Center for Multidisciplinary Studies Student Handbook. 
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A t t e m p t e d  c r e d i t s  i n c l u d e  a l l  c o u r s e s  o n  t h e  s t u d e n t ' s  r e c o r d ,  i n c l u d i n g  w i t h d r a w a l s ,  r e p e a t e d  
c o u r s e s ,  a n d  i n c o m p l e t e s .  T r a n s f e r  c r e d i t s  a r e  i n c l u d e d  i n  t h e  a t t e m p t e d  c r e d i t  n u m b e r ,  b u t  o n l y  
M o o r h e a d  S t a t e  c o u r s e s  a r e  c o m p u t e d  i n  t h e  s t u d e n t ' s  G P  A .  
A  s t u d e n t  w h o  f a l l s  b e l o w  t h e s e  s t a n d a r d s  i s  s u b j e c t  t o  s u s p e n s i o n ;  i . e . ,  c o u l d  b e  s u s p e n d e d  a t  t h e  
e n d  o f  t h e  c u r r e n t  t e r m .  A l l  s t u d e n t s  w h o  b e c o m e  s u b j e c t  t o  s u s p e n s i o n  a r e  i m m e d i a t e l y  n o t i f i e d  
o f  t h e i r  s t a t u s  o n  t h e i r  g r a d e  r e p o r t s .  T h e y  a l s o  r e c e i v e  l e t t e r s  e x p l a i n i n g  M S U ' s  s u s p e n s i o n  
p o l i c y ,  s p e c i f y i n g  w h a t  t h e y  m u s t  a c h i e v e  t o  c o n t i n u e  e n r o l l m e n t  a f t e r  t h e  e n d  o f  t h e  c u r r e n t  
t e r m .  S t u d e n t s  s u b j e c t  t o  s u s p e n s i o n  m a y  n o t  p r e - r e g i s t e r  f o r  t h e  n e x t  t e r m .  
S t u d e n t s  w h o  a r e  s u b j e c t  t o  s u s p e n s i o n  a r e  e l i g i b l e  t o  c o n t i n u e  e n r o l l m e n t  a t  M S U  b e y o n d  t h e  
c u r r e n t  t e r m  i f t h e y  e i t h e r  ( 1 )  r a i s e  t h e i r  c u m u l a t i v e  G P A  t o  t h e  a p p r o p r i a t e  m i n i m u m  l i s t e d  
a b o v e  b y  t h e  e n d  o f  t h e  t e r m ,  o r  ( 2 )  a t t a i n  a  G P A  o f 2 . 0  f o r  t h e  t e r m .  
S t u d e n t s  s u b j e c t  t o  s u s p e n s i o n  w h o  d o  n o t  f u l f i l l  e i t h e r  o f  t h e s e  r e q u i r e m e n t s  a r e  s u s p e n d e d  f o r  
o n e  a c a d e m i c  s e m e s t e r .  A  s e c o n d  s u s p e n s i o n  w i l l  b e  f o r  o n e  c a l e n d a r  y e a r ;  t h i r d  a n d  s u b s e q u e n t  
s u s p e n s i o n s  w i l l  b e  f o r  t w o  c a l e n d a r  y e a r s .  S t u d e n t s  m a y  a p p e a l  t o  t h e  S u s p e n s i o n  A p p e a l s  
C o m m i t t e e  f o r  r e i n s t a t e m e n t  b e f o r e  t h e  s u s p e n s i o n  i s  c o m p l e t e d .  
A l l  s t u d e n t s  w h o s e  G P A  i s  b e l o w  2 . 0  a r e  c o n s i d e r e d  i n  p o t e n t i a l  a c a d e m i c  d i f f i c u l t y  a n d  a r e  
n o t i f i e d  b y  t h e  w o r d s  " a c a d e m i c  w a r n i n g "  p r i n t e d  o n  t h e i r  g r a d e  r e p o r t s .  
U N I V E R S I T Y  S T U D I E S  D E G R E E  
T h e  B a c h e l o r  o f  S c i e n c e  i n  U n i v e r s i t y  S t u d i e s  i s  i n t e n d e d  f o r  t w o  g r o u p s  o f  s t u d e n t s :  t h o s e  w h o  
w i s h  t o  c o m p l e t e  a  g e n e r a l i s t  d e g r e e  a n d  t h o s e  w h o s e  g o a l s  h a v e  c h a n g e d  a n d  w h o  n o  l o n g e r  
w a n t  o r  a r e  u n a b l e  t o  c o m p l e t e  t h e i r  o r i g i n a l  m a j o r .  
R e q u i r e m e n t s  
4 5  c r e d i t s  
3 6  c r e d i t s  
2 1  c r e d i t s  
2 8  c r e d i t s  
1 2 8  c r e d i t s  
M S U  L i b e r a l  S t u d i e s  r e q u i r e m e n t s  
A  p a r t i a l  m a j o r  p r o g r a m  o r  r u b r i c  
A d d i t i o n a l  s i n g l e  r u b r i c  c o u r s e  w o r k  o r  a n  a r e a  o f  c o n c e n t r a t i o n  
F r e e  e l e c t i v e s  
•  T h i r t y  c r e d i t s ,  a n d ,  b e g i n n i n g  F a l l  s e m e s t e r  1 9 9 8 , 4 3  o f  t h e  d e g r e e  p r o g r a m  m u s t  b e  a t  t h e  
3 0 0 - 4 0 0  l e v e l s .  
•  T h i r t y  o f  t h e  l a s t  6 4  c r e d i t s  a n d  8  o f  t h e  l a s t  1 2  c r e d i t s  m u s t  b e  e a r n e d  a t  M S U .  
•  T h i s  m a j o r  m a y  b e  d e c l a r e d  a s  l a t e  a s  t h e  s e m e s t e r  p r i o r  t o  gr~duation, b u t  n o t  b e f o r e  
a t t a i n i n g  j u n i o r  s t a n d i n g .  
•  B o t h  t h e  p a r t i a l  m a j o r  o r  r u b r i c  a n d  t h e  a d d i t i o n a l  s i n g l e  r u b r i c  o r  c o n c e n t r a t i o n  m u s t  
i n c l u d e  c o u r s e s  w i t h  a t  l e a s t  a  2 . 0  G P  A .  
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• Areas of concentration are proposed by the advisor and student and approved by the dean 
as part of the degree program. 
• Students will meet MSU graduation requirements, including the upper-level writing 
requirement. 
Any advisor may approve this type of major, as long as all the requirements as outlined above are 
met. The Records Office will check, as they do for all degrees, to see that all requirements are 
completed. The dean's approval is required. [MnSCU approval11112/96] 
UPPER LEVEL WRITING REQUIREMENT 
All students must complete an upper division writing requirement, as determined by the 
academic department which confers the degree. 
Suggested ways to meet this requirement include: 
1. identification of required course/courses within the major or program as writing-
intensive; 
2. identification of required course/courses outside the major or programs writing-
intensive; 
3. identification of a cluster of courses within the major or program that incorporates an 
intensive writing component; 
4. use of a variable credit option for courses within a major or program; 
5. use of a portfolio containing writing samples from upper division courses in the major 
or program, demonstrating a student's proficiency. 
Since students have ample opportunity before the capstone course to develop their writing skills, 
the capstone course would not solely fulfill the upper division writing requirement. 
[APAC 10/18/94 & VP Midgarden memo 10/4/95] 
WITHDRAWAL FROM ENROLLMENT 
To withdraw from all enrolled courses, a student must complete the Student Withdrawal form 
available from the Counseling Center, Records Office, Business Office, Financial Aids Office, or 
Academic Affairs Office. A student who withdraws without following this procedure will 
receive a grade of "F" in each course. 
"W" grades cannot be granted if the withdrawal takes place later than the normal withdrawal 
deadline of the term. To receive a grade of"W'' after the withdrawal deadline, the student must 
file an academic appeal indicating special circumstances and have the appeal granted. If an 
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e m e r g e n c y  d e v e l o p s  a f t e r  t h e  n o r m a l  w i t h d r a w a l  d e a d l i n e ,  t h e  c h a i r  o f  t h e  A c a d e m i c  A p p e a l s  
C o m m i t t e e  i s  e m p o w e r e d  t o  a l l o w  i m m e d i a t e  w i t h d r a w a l  w i t h o u t  g r a d e  c o n s e q u e n c e s .  
A n y  r e f u n d  o f  t u i t i o n  o r  f e e s  w i l l  b e  a c c o r d i n g  t o  t h e  s c h e d u l e  g i v e n  u n d e r  " R e f u n d  o f  
P a y m e n t s . "  [ A P A C  1 1 1 5 / 9 6 ]  
W O R K S H O P S  
P r o c e d u r e :  S u g g e s t i o n s  f o r  c u r r i c u l a  m a y  b e  i n t r o d u c e d  b y  e i t h e r  a n  a c a d e m i c  d e p a r t m e n t  o r  
p r o g r a m ,  o r  a  d e a n ,  a n d  w i l l  b e  c o n s i d e r e d  i n  a c c o r d a n c e  w i t h  e a c h  u n i v e r s i t y ' s  e s t a b l i s h e d  
p r o c e d u r e  f o r  c u r r i c u l a r  r e v i s i o n .  I n  t h e  c a s e  o f  i n d i v i d u a l  i n - s e r v i c e  c o u r s e s ,  s e m i n a r s ,  
w o r k s h o p s  o r  s i m i l a r  k i n d s  o f  l e a r n i n g  e x p e r i e n c e s  w h i c h  a r e  i n t e n d e d  t o  m e e t  t h e  n e e d s  o f  
p a r t i c u l a r  p r o f e s s i o n a l  c l i e n t e l e ,  t h e  a p p r o p r i a t e  d e a n  s h a l l ,  u p o n  d e s i g n a t i o n  b y  t h e  a c a d e m i c  
v i c e  p r e s i d e n t ,  b e  r e s p o n s i b l e  f o r  a u t h o r i z i n g  s u c h  o f f e r i n g s .  T h e  d e a n  s h a l l  i n s u r e  t h a t  
r e p r e s e n t a t i v e  c l i e n t e l e  t o  b e  s e r v e d  b y  t h e  c o u r s e ( s )  h a v e  b e e n  c o n s u l t e d .  
C r i t e r i a  f o r  A s s i g n i n g  C r e d i t :  E a c h  s t a t e  u n i v e r s i t y  s h a l l  a p p l y  t h e  f o l l o w i n g  c r i t e r i a  i n  
d e t e r m i n i n g  t h e  c r e d i t  v a l u e  o f  a n y  g r a d u a t e  o r  u n d e r g r a d u a t e  w o r k s h o p ,  c l i n i c ,  e d u c a t i o n a l  t o u r ,  
o r  o t h e r  s i m i l a r  e d u c a t i o n a l  e x p e r i e n c e :  
- A  m i n i m u m  o f  e i g h t e e n  t e a c h e r  c o n t a c t  h o u r s  s h a l l  b e  r e q u i r e d  f o r  e a c h  c r e d i t  h o u r  o f f e r e d .  
- A  m a x i m u m  o f  o n e  c r e d i t  w i l l  b e  a p p r o v e d  o v e r  o n e  c a l e n d a r  w e e k  o f  c l a s s  t i m e  ( f i v e  t o  s e v e n  
d a y s ) .  
- A  m a x i m u m  o f  t w o  c r e d i t s  w i l l  b e  a p p r o v e d  o v e r  t w o  c a l e n d a r  w e e k s  o f  c l a s s  t i m e .  
- A  m a x i m u m  o f  o n e  c r e d i t  m a y  b e  a p p r o v e d  f o r  e a c h  t h r e e  d a y s  o f  c l a s s  t i m e .  
- C r e d i t  c o u r s e s  e x t e n d i n g  b e y o n d  a  t w o  c a l e n d a r  w e e k  p e r i o d  o f  c l a s s  t i m e  w i l l  b e  s u b j e c t  
t o  t h e  s a m e  c o n t a c t  h o u r  r e q u i r e m e n t s  a s  c o u r s e s  o f f e r e d  d u r i n g  t h e  r e g u l a r  a c a d e m i c  
y e a r .  
T h e  f o l l o w i n g  p r a c t i c e s  a n d  p o l i c i e s  a r e  t o  b e  u s e d  a t  M o o r h e a d  S t a t e  U n i v e r s i t y :  
1 .  W o r k s h o p s  a r e  o f f e r e d  u n d e r  t h e  r u b r i c  o f  t h e  s p o n s o r i n g  d e p a r t m e n t  w i t h  t h e  n u m b e r s  
1 9 9 , 2 9 9 , 3 9 9 , 4 9 9 , 5 9 9 , 6 9 9 , o r 7 9 9 .  
2 .  W o r k s h o p s  o f f e r e d  f o r  b o t h  u n d e r g r a d u a t e  a n d  g r a d u a t e  c r e d i t  ( 4 9 9  a n d  5 9 9  i n  o n e  
o f f e r i n g )  n e e d  t o  d i f f e r e n t i a t e  a s s i g n m e n t s  a n d  l e v e l  o f  a c h i e v e m e n t  r e q u i r e d  f o r  g r a d u a t e  
c r e d i t  t o  b e  a w a r d e d .  
3 .  W o r k s h o p s  a r e  m e a n t  t o  b e  " s e l f - s u s t a i n i n g , "  a n d ,  i n  o r d e r  t o  w o r k  w i t h  e x p e n s e s  
c o n n e c t e d  w i t h  t h e i r  o f f e r i n g ,  m a y  c h a r g e  f e e s  i n  a d d i t i o n  t o  s t a n d a r d  t u i t i o n  a n d  f e e s .  T h e  
b u d g e t  i s  t o  b e  s e t  i n  c o n s u l t a t i o n  b e t w e e n  t h e  o f f e r i n g  d e p a r t m e n t  a n d  t h e  r e s p o n s i b l e  
a d m i n i s t r a t o r .  L o w  e n r o l l m e n t  w o r k s h o p s  m a y  r e s u l t  i n  a  p r o - r a t i n g  o f  t h e  i n s t r u c t o r ' s  
s a l a r y .  
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4. Graduate students may use a maximum of six credits earned in a workshop format in a 
graduate degree program, subject to approval of the student's advisor, department chair, 
dean of the college and the graduate dean. 
5. In the workshop format, more of the content is covered in class sessions and less in outside 
readings or other assignments than in a regular course because of time constraints. 
Normally, however, readings and/or projects or papers are part of a workshop's design. 
6. Evaluation of student performance in a workshop is to be based both on participation in the 
classroom and on related outside work. 
7. Workshops utilize a variety of teaching methods and formats, sometimes focusing on 
"hands on" approaches, to insure that active learning occurs in the intensive and 
compressed class time. 
8. Information new to the field, whether theoretical or applied, is often offered in workshops 
designed to meet continuing professional education needs of clientele groups or other non-
traditional audiences. Sound academic judgment should be used in determining what 
content should be offered and in what format. 
Approved Curriculum Courses in Workshop Format 
When a regular university course offering is presented in a compressed time frame, the rule of 
thumb is: courses that are offered in less than half the normal term or summer session time frame 
are to be considered as "workshop format." This means they must then conform to the time in 
class per credit hour rules governing workshops to insure they present the opportunity for 
equivalent instructional material and assignments to be covered. They continue to use the rubric 
and number of the departmental course offering, however. [M&C 5/15/92] 
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ACADEMIC CALENDAR 
The academic calendar of each university shall be established by the President. Prior to 
establishing or making changes in the calendar, the President/designee shall afford opportunity to 
meet and confer with the Association. [IFO!MnSCU Agreement, Article 10, Section E.] 
ACADEMIC FREEDOM 
It shall be the policy of the MnSCU to maintain and encourage full freedom, within the law, of 
inquiry, teaching, and research. The Employer shall not discriminate against a faculty member 
for engaging in political activities or holding or voicing political views, so long as the exercise of 
this right does not interfere with responsibilities as a faculty member/employee. 
Refer to IFO!MnSCU Agreement, Article 4 and the MSUAASF!MnSCU Agreement, Article 4. 
ACADEMIC YEAR 
The Academic Year is defined as beginning with the start of the fall academic term and ending 
with the completion of the spring academic term. [IFO!MnSCU Agreement, Article 5, Section 
M.] 
ACCIDENTS ON CAMPUS 
All accidents occurring on the university campus shall be reported immediately to the Office of 
the Vice President for Administrative Affairs if the injured party is not an employee of the 
institution, and to the Human Resources Office if the injured party is a faculty, staff, or student 
worker. · 
AFFIRMATIVE ACTION IN EMPLOYMENT 
(MnSCU Board of Trustees Policy 1B.2) 
[M&C 5/15/92] 
Minnesota State Colleges and Universities is committed to and supports affirmative action steps 
and programs intended to remedy the historical under-representation of persons of color, women, 
and persons with disabilities in the workforce. 
[MnSCU Board 9/20/94] 
AIDS POLICY 
Moorhead State University endorses the following major recommendations of the Minnesota 
Task Force on Acquired Immune Deficiency Syndrome (AIDS): 
1. Existing scientific knowledge indicates that the risk of spreading the virus in a school 
setting is negligible; therefore, students or employees infected with the virus will be 
permitted to remain in the University. 
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2 .  I n  r a r e  i n s t a n c e s  w h e n  s t u d e n t s  a n d  e m p l o y e e s  w i t h  s p e c i a l  m e d i c a l  p r o b l e m s  o r  
c o n d i t i o n s  m i g h t  p o s s i b l y  s e r v e  t o  i n c r e a s e  t h e  r i s k  o f  A I D S  t r a n s m i s s i o n ,  a  c o n s u l t a t i o n  
t e a m  o f  p h y s i c i a n s ,  p u b l i c  h e a l t h  o f f i c i a l s ,  f a m i l y ,  a n d  a p p r o p r i a t e  U n i v e r s i t y  p e r s o n n e l  
w i l l  c o n s i d e r  e a c h  c a s e / s i t u a t i o n  o n  a n  i n d i v i d u a l  b a s i s .  
( N o t e :  T h e s e  g u i d e l i n e s  a r e  c o n s i s t e n t  w i t h  r e c o m m e n d a t i o n s  m a d e  b y  t h e  C e n t e r s  f o r  D i s e a s e  
C o n t r o l  a n d  t h e  N a t i o n a l  E d u c a t i o n  A s s o c i a t i o n . )  [ M & C  5 / 1 5 / 9 2 ]  
A K I T A  C A M P U S  
T h e  J a p a n e s e  c a m p u s  o f  t h e  M i n n e s o t a  S t a t e  C o l l e g e s  a n d  U n i v e r s i t i e s  i s  s u b j e c t  t o  t h e  
I F O / M n S C U  A g r e e m e n t  i n  i t s  e n t i r e t y  e x c e p t  a s  s u p p l e m e n t e d  a n d / o r  m o d i f i e d  b y  A r t i c l e  3 0  o f  
t h a t  a g r e e m e n t .  
A L C O H O L  A N D  I L L I C I T  D R U G  U S E :  E M P L O Y E E  P O L I C Y  
P u r p o s e  
T h e  p u r p o s e  o f  t h i s  p o l i c y  i s  t o  s e t  f o r t h  t h e  U n i v e r s i t y ' s  p o l i c y  r e g a r d i n g  a l c o h o l  a n d  o t h e r  d r u g  
u s e ,  i n c l u d i n g  u n l a w f u l  d r u g  u s e  o r  a b u s e  i n  t h e  w o r k p l a c e  i n  a c c o r d a n c e  w i t h  t h e  D r u g  F r e e  
W o r k p l a c e  A c t  o f  1 9 8 8  ( P u b l i c  L a w  1 0 0 - 6 9 0 ,  T i t l e  V ,  S u b t i t l e  D ) ,  a n d  D r u g  F r e e  S c h o o l s  a n d  
C o m m u n i t i e s  A c t  A m e n d m e n t s  o f  1 9 8 9  ( P u b l i c  L a w  1 0 1 - 2 2 6 ) .  
N o n - D i s c r i m i n a t i o n  
T h e  U n i v e r s i t y ' s  p o l i c y  o n  w o r k - r e l a t e d  s u b s t a n c e  a b u s e  i s  n o n - d i s c r i m i n a t o r y  i n  i n t e n t  a n d  
a p p l i c a t i o n .  H o w e v e r ,  i n  a c c o r d a n c e  w i t h  M i n n e s o t a  S t a t u t e s ,  C h a p t e r  3 6 3 ,  d i s a b i l i t y  d o e s  n o t  
i n c l u d e  a n y  c o n d i t i o n  r e s u l t i n g  f r o m  a l c o h o l  o r  o t h e r  d r u g  a b u s e  w h i c h  p r e v e n t s  a  p e r s o n  f r o m  
p e r f o r m i n g  e s s e n t i a l  f u n c t i o n s  o f  t h e  j o b  o r  c r e a t e s  a  d i r e c t  t h r e a t  t o  p r o p e r t y  o r  t h e  s a f e t y  o f  
i n d i v i d u a l s .  
C o n s e q u e n c e  o f V i o l a t i o n s  
V i o l a t i o n s  o f  t h i s  p o l i c y  m a y  c o n s t i t u t e  j u s t - c a u s e  f o r  d i s c i p l i n e ,  i n c l u d i n g  p o s s i b l e  d i s c h a r g e .  
E a c h  s i t u a t i o n  w i l l  b e  e v a l u a t e d  o n  a  c a s e - b y - c a s e  b a s i s  d e p e n d i n g  u p o n  t h e  s e v e r i t y  a n d  
c i r c u m s t a n c e s  i n v o l v e d .  
P o l i c y  
1 .  N o  e m p l o y e e  s h a l l  r e p o r t  t o  w o r k  u n d e r  t h e  i n f l u e n c e  o f  a l c o h o l ,  m a r i j u a n a ,  c o n t r o l l e d  
s u b s t a n c e s ,  o r  o t h e r  d r u g s  w h i c h  a f f e c t  h i s / h e r  a l e r t n e s s ,  c o o r d i n a t i o n ,  r e a c t i o n ,  r e s p o n s e ,  
j u d g m e n t ,  d e c i s i o n - m a k i n g  o r  s a f e t y .  
2 .  N o  e m p l o y e e  s h a l l  o p e r a t e ,  u s e ,  o r  d r i v e  a n y  e q u i p m e n t ,  m a c h i n e r y ,  o r  v e h i c l e  o f  t h e  
U n i v e r s i t y / S t a t e  w h i l e  u n d e r  t h e  i n f l u e n c e  o f  a l c o h o l ,  m a r i j u a n a ,  c o n t r o l l e d  s u b s t a n c e s ,  o r  
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other mood-altering drugs. Such employee is under an affirmative duty to immediately notify 
his/her supervisor that he/she is not in appropriate mental or physical condition to operate, 
use, or drive University/State equipment. 
3. During work hours or while on the University/State's premises, no employee shall use, sell, 
possess, or transfer alcoholic beverages, with the following exceptions: 
a. Consumption, possession, sales, or purchase of alcohol when authorized by a 
Commissioner under separate statutory or executive agency authority. 
b. Possession of alcohol while being transported in a University/State vehicle in compliance 
with applicable statutory requirements. 
c. Possession of alcohol while in an employee's personal vehicle on the University/State's 
premises in compliance with applicable statutory requirements. 
d. Additionally, employees shall not participate in these activities during rest breaks or 
during overtime work. 
4. No employee shall engage in off-duty sale, purchase, transfer, use, or possession of illegal 
drugs or controlled substances which may have a negative effect on an employee's ability to 
perform his/her work for the University/State. In such circumstances, the employee is subject 
to discipline. 
5. Employees are discouraged from consuming alcoholic beverages during lunch or dinner 
meals when returning immediately thereafter to perform work of behalf on the 
University/State. Employees are advised that in any situation subsequent to the intake of 
alcohol where the employee must continue conducting the University/State's business, any 
employee whose condition or behavior adversely affects his/her work performance shall be 
subject to possible discipline, up to and including discharge. 
6. When an employee is taking medically authorized drugs or other substances which may alter 
job performance, the employee is under an affirmative duty to notify the appropriate 
supervisor of his/her temporary inability to perform the job duties of his/her position. 
7. Supervisors shall notify the Director of Human Resources before notifying the appropriate 
law enforcement agency when they have reasonable suspicion to believe that an employee 
may have illegal drugs in his/her possession at work or on University premises. 
8. When appropriate, the University shall also notify licensing boards. 
State Employee Assistance Program CEAP) 
The University/State has in place a formal Employee Assistance Program to assist employees in 
addressing problems such as alcohol or other drug abuse. The University recognizes that the 
misuse and abuse of alcohol and other chemicals is a serious health problem affecting every 
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a s p e c t  o f  h u m a n  l i f e .  E m p l o y e e s  w h o  m a y  h a v e  a n  a l c o h o l  o r  o t h e r  d r u g  a b u s e  p r o b l e m s  a r e  
e n c o u r a g e d  t o  s e e k  a  p r o f e s s i o n a l  a s s e s s m e n t  f r o m  t h e  E A P  b e f o r e  t h e  p r o b l e m  a f f e c t s  t h e i r  
e m p l o y m e n t  s t a t u s .  P a r t i c i p a t i o n  i n  t h i s  p r o g r a m  i s  v o l u n t a r y  a n d  c o n f i d e n t i a l ,  e x c e p t  a s  m a y  b e  
r e q u i r e d  p u r s u a n t  t o  P u b l i c  L a w  1 0 0 - 6 9 0 ,  T i t l e  V ,  S u b t i t l e  D .  T h e  U n i v e r s i t y ' s  E A P  i s  h a n d l e d  
t h r o u g h  L a k e l a n d  M e n t a l  H e a l t h  C e n t e r ,  1 0 1 0  3 2 n d  A v e .  S o u t h ,  M o o r h e a d ,  M N .  T h e  t e l e p h o n e  
n u m b e r  i s  2 1 8 - 2 3 3 - 7 5 2 4 .  
D a t a  D i s c l o s u r e  
D i s c l o s u r e  o f  i n f o r m a t i o n  r e g a r d i n g  e m p l o y e e  a l c o h o l  a n d  d r u g  u s e  i n  t h e  w o r k p l a c e  m u s t  b e  
c o n s i s t e n t  w i t h  a p p l i c a b l e  c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t s  a n d  l a w .  Q u e s t i o n s  i n  t h i s  a r e a  
s h o u l d  b e  d i r e c t e d  t o  t h e  E m p l o y m e n t  a n d  L a b o r  L a w  S e c t i o n  o f  t h e  A t t o r n e y  G e n e r a l ' s  O f f i c e  
o r  t o  t h e  D e p a r t m e n t  o f  E m p l o y e e  R e l a t i o n s ,  L a b o r - R e l a t i o n s  B u r e a u ,  S t a t e  o f  M i n n e s o t a .  
F e d e r a l  G r a n t  E m p l o y e e s  
E a c h  e m p l o y e e  e n g a g e d  i n  t h e  p e r f o r m a n c e  o f  w o r k  o n  f e d e r a l  g r a n t s  o r  c o n t r a c t s  i s  r e q u i r e d  t o  
n o t i f y  t h e  U n i v e r s i t y  o f  a n y  c r i m i n a l  d r u g  s t a t u t e  c o n v i c t i o n  f o r  a  v i o l a t i o n  o c c u r r i n g  i n  t h e  
w o r k p l a c e  n o  l a t e r  t h a n  f i v e  ( 5 )  d a y s  a f t e r  s u c h  c o n v i c t i o n .  F a i l u r e  t o  c o m p l y  m a y  r e s u l t  i n  
d i s c i p l i n a r y  a c t i o n .  
D r u g / A l c o h o l  T e s t i n g  
A n y  a l c o h o l  a n d / o r  o t h e r  d r u g  t e s t i n g  u n d e r t a k e n  b y  t h e  U n i v e r s i t y  s h a l l  b e  i n  a c c o r d a n c e  w i t h  
M i n n e s o t a  S t a t u t e s  1 8 1 . 9 5 0 - 9 5 7  ( 1 9 8 7 ) ,  t h e  M i n n e s o t a  D r u g  a n d  A l c o h o l  T e s t i n g  i n  t h e  
W o r k p l a c e  A c t .  
E f f e c t i v e  D a t e  
T h i s  P o l i c y  o n  A l c o h o l  a n d  O t h e r  D r u g  U s e  i n  t h e  W o r k p l a c e  s h a l l  b e  i n  f u l l  f o r c e  a n d  e f f e c t  
b e g i n n i n g  M a r c h  1 8 ,  1 9 8 9 .  
D e f i n i t i o n s  
" W o r k - r e l a t e d  a l c o h o l  a n d  o t h e r  d r u g  a b u s e "  i s  d e f i n e d  a s  t h e  u s e  o f  m o o d - a l t e r i n g  d r u g s ,  
i n c l u d i n g  a l l  f o r m s  o f  a l c o h o l ,  n a r c o t i c s ,  d e p r e s s a n t s ,  s t i m u l a n t s ,  h a l l u c i n o g e n s ,  m a r i j u a n a  o r  t h e  
u s e  o f  p r e s c r i p t i o n  d r u g s  w h e n  r e s u l t i n g  b e h a v i o r  o r  a p p e a r a n c e  a d v e r s e l y  a f f e c t s  w o r k  
p e r f o r m a n c e .  
" A d v e r s e l y  a f f e c t s  w o r k  p e r f o r m a n c e "  a n d  " u n d e r  t h e  i n f l u e n c e "  s h a l l  b e  d e t e r m i n e d  t o  b e  
p r e s e n t  i f  t h e  e m p l o y e e  i s  p e r c e p t i b l y  i m p a i r e d ;  h a s  i m p a i r e d  a l e r t n e s s ,  c o o r d i n a t i o n ,  r e a c t i o n ,  
r e s p o n s e s  o r  e f f o r t ;  i f  t h e  e m p l o y e e ' s  c o n d i t i o n  t h r e a t e n s  t h e  s a f e t y  o f  h i m / h e r s e l f  o r  o t h e r s ;  o r  i f  
e m p l o y e e ' s  c o n d i t i o n  o r  b e h a v i o r  p r e s e n t s  t h e  a p p e a r a n c e  o f  u n p r o f e s s i o n a l  o r  i r r e s p o n s i b l e  
c o n d u c t  d e t r i m e n t a l  t o  t h e  p u b l i c ' s  p e r c e p t i o n  o f  t h e  U n i v e r s i t y / S t a t e  a s  a n  e m p l o y e r  a s  
d e t e r m i n e d  b y  t h e  s u p e r v i s o r  o r  m a n a g e r  o r  o t h e r s  o b s e r v i n g  t h e  e m p l o y e e .  
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"Controlled substances" and "alter" means changed behavior which may limit an employee's 
ability to safely and efficiently perform his/her job duties, or poses a threat to the safety of the 
employee or others. [M&C 5/15/92] 
ALCOHOL AND ILLICIT DRUG USE: STUDENT POLICY 
Moorhead State University (MSU) is committed to creating an educational milieu that 
encourages cognitive and affective development, where students and campus community 
members make informed and responsible choices. Supporting the ideals of responsible choice, 
MSU has established policies prohibiting the use of alcohol and illegal substances. It is the 
policy of Moorhead State University, in accordance with Minnesota State law, that the use of or 
possession of illegal drugs on the university campus, including in the residence halls or at 
university-sponsored events off-campus, is prohibited. In compliance with the Minnesota State 
Colleges and Universities Board policy, the illegal use of or possession of alcohol is prohibited 
on the University campus and at university sponsored off-campus events. 
Students who use, possess, or distribute alcohol or illegal drugs on campus will be subject to 
disciplinary action, as set forth in the Conduct Statement of the University. Sanctions may 
include, but are not limited to: 
1. Payment of fines. 
2. Completion and/or presentation of an education program. 
3. Completion of community service hours. 
4. Referral to the Counseling Center, Hendrix Health Center or another appropriate department. 
5. Suspension or separation from the University. 
6. Termination of employment. 
7. Referral to law enforcement agencies for prosecution of felony, gross misdemeanor or 
misdemeanor. 
BUDGET 
The President is ultimately responsible for the use of university resources and the expenditure of 
all funds. The Vice President for Administrative Affairs is delegated responsibility for ensuring 
proper use of resources, the preparation of university budgets, development of budget 
procedures, and implementation of such allocation procedures approved by the President. The 
vice presidents play a key role in the distribution of personnel and non-salary resources. The 
university develops both annual budgets and multi-year revenue and expenditure forecasts as 
planning tools for the commitment of personnel and non-salary resources. 
Annual Budgets 
The university begins to develop its next July 1-June 30 fiscal year budget in January and 
February. The MnSCU Board of Trustees, based on enrollment forecasts submitted by each 
campus, develops system-wide tuition receipt estimates incorporating them with anticipated state 
appropriations. An overall system-wide spending plan is developed with allocations divided and 
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d i s t r i b u t e d  a m o n g  t h e  c a m p u s e s  c o n s i s t e n t  w i t h  e x i s t i n g  c r e d i t - h o u r  o r i e n t e d  f o r m u l a s .  T h e s e  
p r e l i m i n a r y  M  &  E  a l l o t m e n t  t o t a l s  p r o v i d e  e a c h  c o l l e g e  o r  s t a t e  u n i v e r s i t y  w i t h  a  s p e n d i n g  
c e i l i n g ,  a n  a m o u n t  i t  m u s t  n o t  e x c e e d  a s  i t  d e t e r m i n e s  i n t e r n a l  d e p a r t m e n t  a l l o c a t i o n s .  
D e p a r t m e n t  p e r s o n n e l  n e e d s ,  p a r t i c u l a r l y  i n s t r u c t i o n a l  p o s i t i o n s ,  a r e  u s u a l l y  d e v e l o p e d  b y  
D e c e m b e r  a n d ,  w i t h i n  t h e  n e x t  s e v e r a l  m o n t h s ,  a r e  r e v i e w e d  b y  t h e  v i c e  p r e s i d e n t s  w i t h  t e n t a t i v e  
a p p r o v a l s  g i v e n  b y  t h e  P r e s i d e n t .  C l a s s i f i e d  c i v i l  s e r v i c e  s t a f f m g  r e q u i r e m e n t s  a r e  a d d r e s s e d  i n  
m u c h  t h e  s a m e  m a n n e r ,  o n l y  l a t e r  i n  e a r l y  s p r i n g .  T h e  f i n a l  a r e a s  t o  b e  r e q u e s t e d  a r e  s t u d e n t  
h e l p ,  n o n s a l a r y ,  a n d  e q u i p m e n t .  R e q u e s t  f o r m s  a r e  c i r c u l a t e d  i n  l a t e  M a r c h  o r  e a r l y  A p r i l  w i t h  
d e c i s i o n s  r e a c h e d  p r i o r  t o  J u l y  1  f o r  t h e s e  c a t e g o r i e s .  D e p a r t m e n t  p r o g r a m  o b j e c t i v e s  a r e  u s e d  t o  
a  d e g r e e  i n  t h e  a l l o c a t i o n  p r o c e s s .  
T h r o u g h o u t  t h i s  p r o c e s s  M n S C U  a l l o c a t i o n  c h a n g e s  a r e  b e i n g  r e c e i v e d  a n d  a d j u s t m e n t s  m a d e  t o  
M S U ' s  i n t e r n a l  s p e n d i n g  p r o j e c t i o n  m o d e l  - - t h e s e  a d d i t i o n s  a n d  d e l e t i o n s ,  b e c a u s e  t h e y  c o m e  
l a t e  i n  t h e  p l a n n i n g  p r o c e s s ,  a f f e c t  d e c i s i o n s  o n  s u p p l y  a n d  e q u i p m e n t  r e q u e s t s  t o  a  g r e a t e r  e x t e n t  
t h a n  o n  p e r s o n n e l  a l l o t m e n t s .  
T h e  b u d g e t  p r o c e s s  f o r  o t h e r  f u n d i n g  a r e a s  f o l l o w s  s l i g h t l y  d i f f e r e n t  p l a n n i n g  p a t h s .  R e s i d e n c e  
h a l l  a n d  s t u d e n t  u n i o n  b u d g e t  d e v e l o p m e n t  a d h e r e s  t o  a  s y s t e m - w i d e  m o d e l ,  a s  t h e  b u i l d i n g s  
w h i c h  h o u s e  t h e s e  p r o g r a m s  w e r e  b u i l t  t h r o u g h  a  " r e v e n u e  b o n d i n g "  p r o g r a m  a d m i n i s t e r e d  b y  
t h e  S t a t e  U n i v e r s i t y  B o a r d .  S t u d e n t  a c t i v i t y  p r o g r a m s  s u b m i t  t h e i r  r e q u e s t s  i n  a c c o r d a n c e  w i t h  a  
r e v i e w  s c h e d u l e  d e v e l o p e d  b y  t h e  S t u d e n t  A c t i v i t y  B u d g e t  C o m m i t t e e .  [ M & C  5 / 1 5 / 9 2 ]  
T h e  S t r a t e g i c  P l a n n i n g  C o m m i t t e e ,  c h a i r e d  b y  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s ,  
r e v i e w s  s t r a t e g i c  i s s u e s  d e e m e d  c r i t i c a l  t o  t h e  U n i v e r s i t y ' s  m i s s i o n .  T h e  c o m m i t t e e  w i l l  c o l l e c t  
a n d  a n a l y z e  r e l e v a n t  d a t a  e a c h  y e a r ,  w i l l  c o n d u c t  a n  e n v i r o n m e n t a l  a n a l y s i s ,  n o t i n g  t h e  
i n s t i t u t i o n ' s  c u r r e n t  s i t u a t i o n  a n d  p r o j e c t i n g  c h a n g e s  u p  t o  f i v e  y e a r s ,  a n d  w i l l  r e c o m m e n d  a  
l i m i t e d  s e t  o f  p r i o r i t y  g o a l s  t o  t h e  P r e s i d e n t .  T h e  P r e s i d e n t  w i l l  d e t e r m i n e  w h i c h  g o a l s  w i l l  
g u i d e  t h e  d e v e l o p m e n t  o f  t h e  n e x t  U n i v e r s i t y  B u d g e t  w h i l e  t h e  S t r a t e g i c  P l a n n i n g  C o m m i t t e e  
c o n d u c t s  i t s  n e x t  e n v i r o n m e n t a l  a n a l y s i s .  
T h e  S t r a t e g i c  B u d g e t  C o m m i t t e e ,  h e a d e d  b y  t h e  V i c e  P r e s i d e n t  o f  A d m i n i s t r a t i v e  A f f a i r s ,  u s e s  
t h e  g o a l s  p r e p a r e d  b y  t h e  S t r a t e g i c  P l a n n i n g  C o m m i t t e e  t o  m a k e  b u d g e t  a l l o c a t i o n  
r e c o m m e n d a t i o n s  t o  t h e  P r e s i d e n t .  T h i s  c o m m i t t e e  f o l l o w s  a  p r o c e d u r e  s i m i l a r  t o  t h e  o n e  
d e v e l o p e d  i n  t h e  C o l l a b o r a t i v e  B u d g e t  R e q u e s t  t r i a l s  r e  s o l i c i t i n g  p r o p o s a l s  t o  a d d r e s s  t h e  
i n i t i a t i v e s .  T h e  B u d g e t  C o m m i t t e e  w i l l  m a k e  p r i o r i t i z e d  r e c o m m e n d a t i o n s  t o  t h e  P r e s i d e n t  
c o n c e r n i n g  t h e  p r o p o s a l s ,  c o n s i s t e n t  w i t h  t h e  p r i o r i t y  i n i t i a t i v e s .  
B o t h  c o m m i t t e e s  h a v e  t h e  a d d i t i o n a l  c h a r g e  o f  a s s e s s i n g  t h e  e f f e c t i v e n e s s  o f  b u d g e t  c h a n g e s  t h a t  
a r o s e  i n  t h e  p r e v i o u s  y e a r ' s  c y c l e .  
T h e  S t r a t e g i c  P l a n n i n g  M o d e l  h a s  b e e n  a d o p t e d  a s  a  r o a d  m a p  t o  t h e  a c t  o f  p l a n n i n g .  A l r e a d y  
p o p u l a r  a s  a  m o d e l  f o r  b u s i n e s s  p l a n n i n g ,  i t  i s  b e i n g  a d a p t e d  t o  h i g h e r  e d u c a t i o n ,  a n d  i t  s e e m s  
c o n s i s t e n t  w i t h  t h e  p l a n n i n g  a p p r o a c h e s  b e i n g  t a k e n  b y  o t h e r  i n s t i t u t i o n s  o f  h i g h e r  e d u c a t i o n .  I t  
a l s o  o f f e r s  t h e  s i m p l i c i t y  o f  a  s e q u e n t i a l  s t e p - b y - s t e p  p r o c e s s  w h i c h  i s  r e l a t i v e l y  e a s y  t o  
u n d e r s t a n d  a n d  a d a p t ,  p a r t i c u l a r l y  i f  t h e  i n s t i t u t i o n  d o e s  n o t  f e e l  t h a t  a  f u l l - b l o w n  p l a n n i n g  e f f o r t  
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is feasible. The intent is to have the institution move toward comprehensiveness as conditions 
warrant, building on the success of a targeted exercise. It is very important to recognize that 
"planning" cannot be all things to all issues. In other words, the planning process must be 
capable of separating issues and then directing available resources and energies toward those 
which become identified as the most important. This is what strategic planning is designed to 
accomplish: to examine the major strategic decisions facing an institution. 
Tactical planning deals primarily with short-term or intermediate term planning and budgeting 
processes which relate to administrative and operations activities within the context of goals and 
objectives established by strategic planning or any planning model which yields goals and 
objectives. Planning may be focused or contingent, and as such, is short term and highly 
focused. The solutions may be long term but the planning activities are targeted. 
[Strategic Planning and Budgeting Manual, M&C 5/8/97] 
BUILDING SECURITY 
Faculty and staff members are asked to assist in the care and protection of the equipment and 
materials housed within university buildings. Care must also be exercised by the faculty and staff 
for the personal safety of each occupant of the buildings. The following guidelines are designed 
to provide maximum security and protection for all concerned and still provide convenient access 
to the buildings: 
1. Keys are issued to authorized faculty, staff, and classified personnel, only. 
2. Outside doors should not be blocked open on any building when the doors are locked. 
3. Building evacuation is mandatory for all fire alarms. 
4. Individual academic buildings are open from 7:00am until after evening classes and for 
scheduled weekend classes and special events. Employees and students in the buildings 
after normal hours should have a university ID in their possession. 
5. Faculty and/or staff who appear to be the last persons in a building should ask unauthorized 
persons to leave the premises or contact security (236-2449). The building should be 
'secured' when the last state employee leaves. In those buildings that have outside windows, 
employees should close and lock them before leaving the building. 
Office of Administrative Affairs, Owens 208. [M&C 5/15/92] 
BULLETIN BOARDS, ADVERTISING, AND PUBLICITY 
For Residence Halls, Kise Commons, and Comstock Memorial Union 
1. The student union and the housing office each have their own policies on who may use 
bulletin boards in their respective buildings and under what circumstances. Anyone 
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w i s h i n g  t o  p l a c e  m a t e r i a l s  o n  a  b u l l e t i n  b o a r d  i n  t h e s e  a r e a s  s h o u l d  c h e c k  w i t h  t h e  u n i o n  
a d m i n i s t r a t i v e  o f f i c e  o r  t h e  h o u s i n g  o f f i c e  f o r  f u r t h e r  i n f o r m a t i o n .  
2 .  T h e r e  m a y  b e  t i m e s  w h e n  u n i o n  o r  h o u s i n g  a d m i n i s t r a t o r s  n e e d  t o  p l a c e  n o t i c e s  o n  d o o r s ,  
w a l l s ,  o r  w i n d o w s ,  b u t  o t h e r w i s e  ( e x c e p t  f o r  s t u d e n t s '  r o o m  d o o r s ) ,  t h e s e  s p a c e s  a r e  t o  
r e m a i n  c l e a r  o f  a d s ,  f l y e r s ,  n o t i c e s ,  a n d  o t h e r  p r i n t e d  m a t e r i a l s .  
F o r  A l l  O t h e r  B u i l d i n g  o n  C a m p u s  
1 .  C e r t a i n  b u l l e t i n  b o a r d s  a r e  r e s e r v e d  f o r  t h e  u s e  o f  s p e c i f i c  d e p a r t m e n t s  o r  o r g a n i z a t i o n s .  
T h e  p r e s e n c e  o f  a  s i g n  w i t h  t h e  n a m e  o f  t h e  d e p a r t m e n t  o r  o r g a n i z a t i o n  i s  t h e  i n d i c a t o r  t h a t  
n e i t h e r  t h e  g e n e r a l  c a m p u s  p u b l i c  n o r  o u t s i d e  g r o u p s  o r  p e r s o n s  m a y  p l a c e  m a t e r i a l s  o n  
t h e s e  b o a r d s .  
2 .  F o r  a l l  b u l l e t i n  b o a r d s  o t h e r  t h a n  t h o s e  r e s e r v e d  f o r  s p e c i f i c  d e p a r t m e n t s  o r  o r g a n i z a t i o n s ,  
m a t e r i a l s  m a y  b e  p o s t e d  a c c o r d i n g  t o  t h e  f o l l o w i n g  p r o v i s i o n s :  
a .  I n d i v i d u a l  m e m b e r s  o f  t h e  c a m p u s  c o m m u n i t y  m a y  p l a c e  p e r s o n a l  a d s  s e e k i n g  
r o o m m a t e s ,  o f f e r i n g  b o o k s  f o r  s a l e ,  a d v e r t i s i n g  t y p i n g  s e r v i c e ,  e t c . ,  s o  l o n g  a s  t h e  
a d  i s  g e n e r a l l y  r e l a t e d  t o  t h e  a c t i v i t i e s  o f  a  u n i v e r s i t y .  S u c h  a d s  m u s t  i n c l u d e  t h e  
n a m e  o f  t h e  s t u d e n t ,  f a c u l t y  m e m b e r ,  o r  s t a f f  m e m b e r  p l a c i n g  t h e  a d .  
b .  M a t e r i a l s  o t h e r  t h a n  p e r s o n a l  a d s  m u s t  b e  c o n n e c t e d  w i t h  t h e  a c t i v i t i e s  o f  a  
r e c o g n i z e d  s t u d e n t  o r g a n i z a t i o n  o r  o f  a  u n i v e r s i t y  d e p a r t m e n t ,  o f f i c e ,  o r  p r o g r a m .  
T h e  n a m e  o f  t h e  s t u d e n t  o r g a n i z a t i o n  o r  a d m i n i s t r a t i v e  u n i t  m u s t  b e  i n c l u d e d  o n  t h e  
m a t e r i a l s  t h e m s e l v e s .  
c .  P o s t e d  m a t e r i a l s  m a y  n o t  a d v e r t i s e  p r o f i t - m a k i n g  g o o d s  o r  s e r v i c e s ,  e . g .  
r e s t a u r a n t s ,  b a r s ,  c o m m e r c i a l  s e r v i c e s .  ( M i n n e s o t a  s t a t u t e s  p r o h i b i t  c o m m e r c i a l  
a d v e r t i s i n g  o n  S t a t e  p r o p e r t y . )  
d .  M a t e r i a l s  m u s t  n o t  b e  l a r g e r  t h a n  1 1  "  x  1 7 "  u n l e s s  a p p r o v e d  i n  a d v a n c e  b y  t h e  
O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  H a l l 2 0 8 .  
e .  T h u m b t a c k s  a r e  p r e f e r r e d  t o  p o s t  m a t e r i a l s  r a t h e r  t h e n  t a p e  o r  s t a p l e s .  
f .  P e o p l e  p o s t i n g  m a t e r i a l s  o n  M S U  b u l l e t i n  b o a r d s  a r e  f r e e  t o  p l a c e  t h e m  i n  a  m a n n e r  
w h i c h  c o v e r s  u p  s o m e  p r e v i o u s l y - p l a c e d  m a t e r i a l  ( i n  f a c t ,  t h i s  i s  u s u a l l y  
u n a v o i d a b l e ) .  
3 .  E x c e p t i o n s  t o  S e c t i o n  2  a b o v e  i n c l u d e  t h e  f o l l o w i n g :  
a .  M a t e r i a l s  t h a t  a r e  c l e a r l y  r e l a t e d  t o  s t u d e n t  e l e c t i o n s  ( e . g .  n o t i c e  
o r g a n i z a t i o n a l  s p o n s o r s h i p  i d e n t i f i e d  o n  t h e m .  
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b. Certain ads or notices of events which seem generally connected to the purposes 
and activities of a university may be permitted even if they don't conform to the 
provisions of section 2 above (e.g. magazine subscription ads, flyers for a 
commercial speed reading workshop, notices of educational or cultural events at 
Concordia or NDSU, etc.) 
c. A member of the campus community who wishes to place materials which do not 
conform to the provisions of section 2 above may seek approval to post the 
materials from the Office of Administrative Affairs, Owens Hall, 208. 
4. Within buildings, materials are to be placed on bulletin boards only, not on walls, 
windows, or doors. Exceptions to this include materials posted for certain, restricted 
administrative purposes or (as in a notice that a certain class has been moved or will not 
meet) when common sense dictates. 
5. Within classrooms, no materials may be posted except those for administrative purposes or 
for things related to courses which are taught in that classroom. 
Outside of Campus Buildings 
No materials of any sort may be attached to the outside of buildings, doors, or windows. No 
materials may be attached to trees or benches or trash receptacles. Portable announcement boards 
on campus are prohibited. Requests for exceptions to these restrictions should be directed to the 
Office of Administrative Affairs, Owens Hall, 208 
CREDIT UNION 
The State Capitol Credit Union (SCCU) is a full service financial institution. SCCU offers a wide 
variety ofhigh quality financial products and services. You may join SCCU if you are employed 
by Moorhead State University. To join, simply complete a membership application and make an 
initial deposit into a Capitol Share Account. Once you become a member of SCCU, your family 
members are also eligible to join. 
The following financial products are available with SCCU Membership: 
SCCU's Capitol Financial Account (CF A) combines savings, checking, an ATM card, Visa, and 
Cutele (24-hour banking). The unique advantage of a CF A Account is that it costs you no more 
than maintaining a checking account. Almost any type of loan is available through SCCU. 
SCCU loans include: automobile, home mortgage, line of credit, home equity, and student loans. 
You'll find rates extremely competitive and service exceptional. 
The Investment Portfolio Account offers SCCU members an insured investment program, money 
market savings, and checking accounts, certificates of deposit, and IRA's are also available with 
the Investment Portfolio Account. SCCU is federally insured by the National Credit Union 
Administration. 
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F o r  m o r e  i n f o r m a t i o n  a n d  a n  a p p l i c a t i o n  c o n t a c t  D a v e  H o l s e n ,  t h e  S C C U  r e p r e s e n t a t i v e  a t  
M o o r h e a d  S t a t e .  D a v e ' s  o f f i c e  i s  l o c a t e d  i n  t h e  M a i n t e n a n c e  B u i l d i n g ,  a n d  h i s  p h o n e  n u m b e r  i s  
2 3 6 - 2 5 8 6 .  H e  i s  a v a i l a b l e  M o n d a y  t h r o u g h  F r i d a y  f r o m  8 : 0 0 a . m .  t o  4 : 3 0 p . m .  S C C U  h a s  a  t o l l  
f r e e  n u m b e r  f o r  a d d i t i o n a l  i n f o r m a t i o n :  1 - 8 0 0 - 3 2 2 - S C C U .  [ M & C  5 / 1 5 / 9 2 ]  
D E L I V E R Y  S E R V I C E  A N D  S U R P L U S  
B u i l d i n g  S e r v i c e s  h a n d l e s  t h e  d e l i v e r y ,  m o v e m e n t ,  a n d  r e t u r n  o f  o f f i c e  e q u i p m e n t  a n d  p a p e r .  A  
w o r k  o r d e r  r e q u e s t  s h o u l d  b e  s e n t  t o  t h e  A d m i n i s t r a t i v e  A f f a i r s  O f f i c e ,  2 0 8  O w e n s  H a l l ,  p h o n e  
2 3 6 - 2 0 7 3 ,  4 8  h o u r s  p r i o r  t o  t h e  n e c e s s a r y  d e l i v e r y  t i m e ,  i f  p o s s i b l e .  T h e  w o r k  o r d e r  s h o u l d  
i n d i c a t e  w h a t  t y p e  o f  m a t e r i a l s  n e e d  t o  b e  m o v e d  a n d  w h e r e  t h e y  n e e d  t o  b e  d e l i v e r e d .  C o n t a c t  
t h i s  o f f i c e  a l s o  i f  y o u  h a v e  s u r p l u s  i n v e n t o r y  t h a t  n e e d s  t o  b e  p i c k e d  u p  a n d  t a k e n  t o  c e n t r a l  
i n v e n t o r y .  
[ M & C  5 / 1 5 / 9 2 ]  
D I S A B I L I T Y  S E R V I C E S  
M o o r h e a d  S t a t e  U n i v e r s i t y  r e c o g n i z e s  i t s  r e s p o n s i b i l i t i e s  t o  p r o v i d e  e q u a l  a c c e s s  t o  p r o g r a m s  
a n d  s e r v i c e s  t o  i n d i v i d u a l s  w i t h  d i s a b i l i t i e s ,  a s  m a n d a t e d  b y  t h e  R e h a b i l i t a t i o n  A c t  o f  1 9 7 3  a n d  
t h e  A m e r i c a n s  w i t h  D i s a b i l i t i e s  A c t  o f  1 9 9 0 .  
A n y  s t u d e n t  w h o  h a s  a  d o c u m e n t e d  d i s a b i l i t y  a s  d e f i n e d  b y  f e d e r a l  l a w  i s  e l i g i b l e  f o r  a s s i s t a n c e  
i n  o r d e r  t o  o b t a i n  e q u a l  a c c e s s  t o  U n i v e r s i t y  p r o g r a m s  a n d  s e r v i c e s .  S l h e  m a y  r e q u e s t  a s s i s t a n c e  
f r o m  i n d i v i d u a l  f a c u l t y / s t a f f ,  d e p a r t m e n t s  o r  t h e  o f f i c e  o f  D i s a b i l i t y  S e r v i c e s .  F a c u l t y  a n d  
d e p a r t m e n t s  a r e  e n c o u r a g e d  t o  d i s c u s s  w i t h  s t u d e n t s  t h e i r  s p e c i f i c  n e e d s  a n d  r e s p o n d  d i r e c t l y  t o  
t h o s e  n e e d s  w h e n  p o s s i b l e .  T h e  o f f i c e  D i s a b i l i t y  S e r v i c e s  i s  a l w a y s  a v a i l a b l e  f o r  c o n s u l t a t i o n  
a n d  g u i d a n c e ,  a n d  w i l l  p r o v i d e  a u x i l i a r y  a i d s  a n d  s e r v i c e s  w h e n  a p p r o p r i a t e .  
S t u d e n t s  w i t h  d i s a b i l i t i e s  a r e  e x p e c t e d  t o  m e e t  a n d  m a i n t a i n  t h e  r e q u i r e m e n t s  o f  U n i v e r s i t y  
p r o g r a m s  a n d  s e r v i c e s .  I t  s h o u l d  b e  n o t e d ,  h o w e v e r ,  t h a t  a d j u s t m e n t s  t o  t h e  p r o g r a m  
r e q u i r e m e n t s  m a y  b e  c o n s i d e r e d  a  r e a s o n a b l e  a c c o m m o d a t i o n  i n  i n d i v i d u a l  s i t u a t i o n s .  
S t u d e n t s  h a v e  a  r i g h t  t o  c o n f i d e n t i a l i t y  i n  a l l  m a t t e r s  r e g a r d i n g  t h e i r  d i s a b i l i t y .  I n f o r m a t i o n  i s  
s h a r e d  w i t h  o t h e r s  o n l y  o n  a  n e e d  t o  k n o w  b a s i s .  U p o n  r e q u e s t  b y  t h e  s t u d e n t  o r  f a c u l t y  m e m b e r  
( w i t h  t h e  s t u d e n t ' s  p e r m i s s i o n ) ,  t h e  o f f i c e  o f  D i s a b i l i t y  S e r v i c e s  w i l l  p r o v i d e  v e r i f i c a t i o n  o f  t h e  
s t u d e n t ' s  e l i g i b i l i t y ,  a s  w e l l  a s  w h a t  a u x i l i a r y  a i d s  a n d  s e r v i c e s  a r e  a p p r o p r i a t e .  
T h e  p r i m a r y  c e n t e r  f o r  d i s a b i l i t y - r e l a t e d  s u p p o r t  s e r v i c e s  f o r  s t u d e n t s  i s  t h e  O f f i c e  o f  D i s a b i l i t y  
S e r v i c e s ,  l o c a t e d  i n  t h e  C o m s t o c k  M e m o r i a l  U n i o n ,  R o o m  2 2 2 .  S t u d e n t s  w i t h  d i s a b i l i t i e s  a r e  
e n c o u r a g e d  t o  r e g i s t e r  w i t h  D i s a b i l i t y  S e r v i c e s  t o  d i s c u s s  t h e i r  n e e d s ,  a s  w e l l  a s  a p p r o p r i a t e  a i d s  
a n d  s e r v i c e s .  T h e y  a r e  a l s o  e n c o u r a g e d  t o  d i s c u s s  t h e i r  n e e d s  w i t h  i n d i v i d u a l  f a c u l t y  m e m b e r s ,  
a s  i t  i s  g e n e r a l l y  b e s t  t o  a c c o m m o d a t e  s t u d e n t s  i n  t h e  m o s t  i n t e g r a t e d  s e t t i n g  p o s s i b l e .  
T h e  O f f i c e  o f  D i s a b i l i t y  S e r v i c e s  p r o v i d e s  a s s i s t a n c e  t o  s t u d e n t s  a n d  f a c u l t y  i n  a  v a r i e t y  o f  w a y s .  
T h i s  m a y  i n c l u d e  g e n e r a l  i n f o r m a t i o n ,  c o n s u l t a t i o n  r e g a r d i n g  a p p r o p r i a t e  a c c o m m o d a t i o n s ,  o r  
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arranging specific auxiliary aids and services. Services provided by the Office of Disability 
Services include, but are not limited to the following: note-taking, alternative testing, taped 
textbooks, sign language interpreting, adjustable-height desks, FM amplification systems, and 
access to barrier-free facilities. 
Questions or concerns regarding support services for students with disabilities should be directed 
to the Coordinator of Disability Services, Comstock Memorial Union 222,299-5859 (V!ITY). 
Questions or concerns regarding accommodations for employees with disabilities should be 
directed to the Human Resources Director, Owens 210,236-2066 (Voice). 
ELECTION/CAMPAIGN GUIDELINES 
In accordance with Minnesota Statute 43A.32, employees shall not directly or indirectly take part 
in any political activity during hours of employment. Employees are eligible for leaves of 
absence upon becoming a candidate or assuming an elected federal or state public office. In 
requesting such leaves, classified employees must fill out the form, Political Activity of State 
Employee, which is available in the Human Resources Office. 
Employees Time Off to Vote 
Every employee who is eligible to vote in an election has the right to be absent from work for the 
purpose of voting during the morning of the day of that election, without penalty or deduction 
from salary or wages because of the absence. An employer or other person may not directly or 
indirectly refuse, abridge, or interfere with this right or any other election right of an employee. 
"Election means a regularly scheduled state primary or general election, an election to fill a 
vacancy in the office of United States senator or United States representative, an election to fill a 
vacancy in the office of state senator or state representative, or a presidential primary as 
described in section 207A.01 unless it is conducted by mail." [Minnesota Statutes 204C.04] 
EMERGENCIES 
(FIRE, MEDICAL, WEATHER) 
The fire alarm system within the university buildings is activated in two ways: 
1. Automatically, by the smoke detection system, or 
2. Manually, by pull stations. 
Should you see or smell smoke prior to alarm activation by the smoke detectors, you should 
immediately activate the nearest pull station. When an alarm sounds, please assist in the rapid 
evacuation of all personnel from the building. 
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D i s a b l e d / h a n d i c a p p e d  p e r s o n s  w h o  a r e  u n a b l e  t o  m o v e  d o w n  s t a i r w e l l s  s h o u l d  m o v e  t o  t h e  
n e a r e s t  s t a i r w e l l  l a n d i n g  f r o m  w h e r e  t h e  M o o r h e a d  F i r e  D e p a r t m e n t  c a n  p r o v i d e  f o r  t h e i r  
e v a c u a t i o n .  
T h e  M o o r h e a d  F i r e  D e p a r t m e n t  o r  u n i v e r s i t y  a d m i n i s t r a t i o n  w i l l  p e r m i t  r e - e n t r y  w h e n  t h e  
b u i l d i n g  i s  s a f e .  P l e a s e  c o o p e r a t e  b y  e v a c u a t i n g  t h e  b u i l d i n g  i m m e d i a t e l y  o n c e  a n  a l a r m  i s  
s o u n d e d .  
M e d i c a l  
T h e  H e n d r i x  H e a l t h  C e n t e r  s t a f f  r e c o m m e n d s  f o l l o w i n g  t h e  f o l l o w i n g  p r o c e d u r e s  i n  t h e  e v e n t  o f  
a  m e d i c a l  e m e r g e n c y  i n  t h e  c l a s s r o o m  o r  i n  o t h e r  a r e a s  o n  c a m p u s :  
I f  t h e r e  i s  a n y  i n d i c a t i o n  o f  a  l i f e - t h r e a t e n i n g  s i t u a t i o n ,  d i a l  t h e  e m e r g e n c y  c a l l  n u m b e r  w h i c h  i s  
9 - 9 1 1 .  E x a m p l e s  o f l i f e  t h r e a t e n i n g  c o n d i t i o n s  c o u l d  i n c l u d e ,  b u t  a r e  n o t  l i m i t e d  t o ,  t h e  
f o l l o w i n g :  c h o k i n g ,  s e v e r e  c h e s t  p a i n  a n d / o r  s h o r t n e s s  o f  b r e a t h ,  l o s s  o f  c o n s c i o u s n e s s ,  
u n c o n t r o l l e d  b l e e d i n g ,  o r  d e b i l i t a t i n g  i n j u r i e s .  
S t a f f  m e m b e r s  a t  H e n d r i x  H e a l t h  C e n t e r  a r e  w i l l i n g  t o  c o m e  t o  t h e  l o c a t i o n  t o  a d m i n i s t e r  
e m e r g e n c y  f i r s t - a i d  t r e a t m e n t  a n d  p r o v i d e  s u p p o r t .  H o w e v e r ,  d i a l 9 - 9 1 1  f i r s t  t o  a v o i d  w a s t i n g  
l i f e - s a v i n g  m i n u t e s .  T h e n ,  c a l l  t h e  H e a l t h  C e n t e r  a t  2 2 1 1 .  T h e r e  w i l l  b e  o c c a s i o n a l  i n s t a n c e s  
w h e n  t h e  H e a l t h  C e n t e r  i s  c l o s e d .  
T h e  c o s t  o f  a n  a m b u l a n c e  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  " p a t i e n t . "  I f  t h e  " p a t i e n t "  r e f u s e s  t r a n s p o r t ,  
t h e r e  i s  n o  c h a r g e .  T h e r e  i s  n o  c h a r g e  t o  t h e  p e r s o n  w h o  c a l l s  t h e  a m b u l a n c e .  
A t  t h e  b e g i n n i n g  o f  e v e r y  t e r m ,  f a c u l t y  m e m b e r s  s h o u l d  a s k  t h e  s t u d e n t s  i n  t h e i r  c l a s s e s  t o  n o t i f y  
t h e m  a b o u t  a n y  h e a l t h  p r o b l e m s  t h a t  m i g h t  r e q u i r e  e m e r g e n c y  t r e a t m e n t .  I f  a n y  s t u d e n t  c o m e s  
f o r w a r d ,  t h e  i n s t r u c t o r  c a n  a s k  t h e  s t u d e n t ,  i n  p r i v a t e ,  w h a t  t h e  u s u a l  e m e r g e n c y  t r e a t m e n t  
i n v o l v e s .  T h i s  i n f o r m a t i o n  c o u l d  g i v e  t h e  i n s t r u c t o r  a  s e n s e  o f  c o n f i d e n c e  i f  a n  e m e r g e n c y  
t r e a t m e n t  s i t u a t i o n  a r i s e s .  
I f  a n y o n e  h a s  q u e s t i o n s  a b o u t  t h e s e  r e c o m m e n d e d  p r o c e d u r e s ,  p l e a s e  f e e l  f r e e  t o  c a l l  t h e  D i r e c t o r  
o f  H e a l t h  S e r v i c e s  a t  e x t .  2 3 2 7 .  [ M & C  5 / 1 5 / 9 2 ]  
W e a t h e r  
M n S C U  p o l i c y  4 . 4 . 1  s t a t e s :  " T h e  a u t h o r i t y  t o  c a n c e l  c l a s s e s  d u e  t o  w e a t h e r  c o n d i t i o n s  o r  o t h e r  
e m e r g e n c i e s  r e s i d e s  w i t h  t h e  c o l l e g e  o r  u n i v e r s i t y  p r e s i d e n t  o r  t h e  p r e s i d e n t ' s  d e s i g n e e .  
C a n c e l l a t i o n  o f  c l a s s e s  d o e s  n o t  e x c u s e  a n y  e m p l o y e e  f r o m  w o r k .  E m p l o y e e s  o f  t h e  c o l l e g e ,  
i n c l u d i n g  f a c u l t y ,  m a y  t a k e  p e r s o n a l  l e a v e ,  v a c a t i o n  l e a v e  o r  u s e  e a r n e d  c o m p e n s a t o r y  t i m e  w h e n  
c l a s s e s  a r e  c a n c e l e d  a n d  t h e y  m a y  c h o o s e  t o  b e  a b s e n t  f r o m  w o r k . "  M n S C U  p o l i c y  4 . 4 . 2  a l s o  
g i v e s  t h e  p r e s i d e n t  t h e  a u t h o r i t y  t o  c l o s e  t h e  c a m p u s  u s i n g  p r o c e d u r e s  d e v e l o p e d  f o r  t h a t  
p u r p o s e .  
P r e s i d e n t  R o l a n d  B a r d e n  h a s  d e l e g a t e d  t o  t h e  f o l l o w i n g  p e r s o n s  r e s p o n s i b i l i t y  f o r  i m p l e m e n t i n g  
t h i s  p l a n :  S t e v e n  B u t l e r ,  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  w i l l  m a k e  d e c i s i o n s  a b o u t  t h e  
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cancellation of classes, and David Crockett, Vice President for Administrative Affairs, will make 
decisions about the closure of schooVpersonnel matters. When a decision has been made to 
cancel classes and/or declare a campus closing, we will immediately contact area radio and TV 
stations to communicate the details regarding the length of the closure and when we expect to re-
open. 
When classes are called off, local radio and TV stations will be notified as early as possible, and 
listening to radio and TV is the best way of finding out whether classes will meet or not. One 
difficulty encountered in the past is that although the university will tell radio and TV stations 
that it is just classes which have been called off, this sometimes get reported on the air as 
"Moorhead State is closed." Clearly, the university cannot always control exactly what reporters 
say on the air. 
It should also be noted that about 90% of the students and employees live in the immediate 
Moorhead/Fargo area. Consequently, if travel is possible in the two cities, the university will 
usually try to avoid calling off classes. On the other hand, even when classes are held, it may be 
difficult for out-of-town students to get there, so faculty members are asked to take bad weather 
into consideration when evaluating student absences. 
EMPLOYEE ASSISTANCE PROGRAM 
The Employee Assistance Program was established on December 29, 1976 and is available to all 
Minnesota State employees and their dependents. The program is based upon the premise that 
"the State recognizes that chemical dependency or other problems not directly associated with 
. ones' job function can have an affect on an employee's job performance." Job performance can 
be adversely affected by any personal problem. The range of personal problems may include, but 
is not limited to, chemical dependency, psychological, marital, financial, legal and other 
concerns. The purpose of this program is to preserve valuable state employees in their positions 
through resolution of these personal probtems. 
There is no charge for the diagnostic and referral services offered through the program. However, 
the costs of therapy are not covered by the program but in many cases such as chemical 
dependency and psychological problems, the therapy costs are covered by the 
employee's/dependent's health coverage plan. The program is private and confidential unless the 
employee using the services of the program gives a special release. The only information that can 
be shared with a referrer is whether the appointment was kept or whether the employee accepted 
the recommendation for professional help for whatever personal problem was determined during 
the diagnostic interview. 
Supervisors will allow the use of sick leave when they help the employee make the appointment 
to visit a program counselor. Further, the official policy states: "When a diagnosis and referral is 
made by the counselor, the employee may use sick leave for the prescribed treatment or 
rehabilitation program made available under hospitalization or health benefits presently offered 
to employees of the State of Minnesota." 
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D i a g n o s t i c  a n d  r e f e r r a l  s o u r c e s  a r e  n o t  l i m i t e d  t o  t h e  M o o r h e a d  a r e a .  E m p l o y e e s ,  t h e  f a m i l y ,  
u n i o n  s t e w a r d ,  s u p e r v i s o r  o r  t h e  H u m a n  R e s o u r c e s  O f f i c e  m a y  a r r a n g e  a  d i a g n o s t i c  c o u n s e l i n g  
i n t e r v i e w  w i t h  a  d i a g n o s t i c  a n d  r e f e r r a l  c o u n s e l o r  b y  c a l l i n g  o n e  o f  t h e  f o l l o w i n g  n u m b e r s :  
•  L a k e l a n d  M e n t a l  H e a l t h  C e n t e r ,  I n c .  
+  M o o r h e a d - 1 0 1 0  3 2 n d  A v e n u e  S o u t h - 1 - 2 1 8 - 2 3 3 - 7 5 2 4  
+  F e r g u s  F a l l s - 1 2 6  E a s t  A l c o t t - 1 - 2 1 8 - 7 3 6 - 6 9 8 8 7  o r  1 - 8 0 0 - 2 2 3 - 4 5 1 2  
+  D e t r o i t  L a k e s - 7 1 4  L a k e  A v e n u e - 1 - 2 1 8 - 8 4 7 - 1 6 7 6  
+  N e w  Y o r k  M i l l s - 1 - 8 0 0 - 2 2 3 - 4 5 1 2  
+  G l e n w o o d - 1 2 5  E a s t  M i n n e s o t a - 1 - 8 0 0 - 2 2 3 - 4 5 1 2  
•  2 4 - H o u r  E m e r g e n c y / C r i s i s  N u m b e r - 1 - 8 0 0 - 2 2 3 - 4 5 1 2  
•  S t a t e  E m p l o y e e  A s s i s t a n c e  P r o g r a m - C e n t r a l  O f f i c e - 1 - 8 0 0 - 6 5 7 - 3 7 1 9  
F u r t h e r  i n f o r m a t i o n  c a n  b e  o b t a i n e d  f r o m  t h e  H u m a n  R e s o u r c e s  O f f i c e ,  p h o n e  2 3 6 - 2 1 5 7 .  O w e n s  
2 1 0 .  
[ M & C  5 / 1 5 / 9 2 ]  
E Q U I P M E N T / P R O P E R T Y  
O w n e r s h i p  o f  a l l  U n i v e r s i t y  p r o p e r t y  s h a l l  r e s i d e  w i t h  t h e  i n s t i t u t i o n ,  w h i l e  c u s t o d y ,  c o n t r o l  a n d  
u s a g e  i s  t h e  r e s p o n s i b i l i t y  o f  e a c h  u n i t .  D e p a r t m e n t / u n i t  h e a d s  a r e  r e s p o n s i b l e  f o r  t h e  p r o p e r  u s e ,  
m a i n t e n a n c e  a n d  p r o t e c t i o n  o f  a l l  p r o p e r t y .  U n i v e r s i t y  p r o p e r t y  m a y  b e  r e m o v e d  f r o m  t h e  
c a m p u s  o n l y  w i t h  t h e  w r i t t e n  p e r m i s s i o n  o f  t h e  A d m i n i s t r a t i v e  V i c e  P r e s i d e n t .  A d m i n i s t r a t i v e  
A f f a i r s ,  p h o n e  2 3 6 - 2 0 7 0 ,  O w e n s  2 0 8 .  [ M & C  5 / 1 5 / 9 2 ]  
E Q U I P M E N T  U S E  
T h e  t e c h n i c a l  e q u i p m e n t  o f  t h e  S y s t e m  o r  u n i v e r s i t y  s h a l l  n o t  b e  u s e d  b y  a  f a c u l t y  m e m b e r  f o r  
p e r s o n a l  u s e  w i t h o u t  n o t i c e  t o  a n d  t h e  c o n s e n t  o f  h i s / h e r  E m p l o y e r  a n d  t h e  p a y m e n t  o f  a  
r e a s o n a b l e  f e e  f o r  t h e  p r i v i l e g e  e n j o y e d .  I F O I M n S C U  A g r e e m e n t ,  A r t i c l e  2 7 ,  S e c t i o n  C ,  S u b d .  
2 a ;  M S U A A S F / M n S C U  A g r e e m e n t ,  A r t i c l e  2 0 ,  S e c t i o n  C ,  S u b d .  6 .  [ M & C  5 / 1 5 / 9 2 ]  
F A C I L I T I E S  A N D  S E R V I C E S  
I n  g e n e r a l ,  f a c u l t y  a n d  s t a f f  a r e  t o  u s e  t h e  u n i v e r s i t y  f a c i l i t i e s  a n d  s e r v i c e s  f o r  u n i v e r s i t y  b u s i n e s s  
o n l y .  H o w e v e r ,  t h e  u n i v e r s i t y  h a s  t r a d i t i o n a l l y  b e e n  o p e n  t o  i t s  c o m m u n i t i e s ,  a n d  t o  t h e  e x t e n t  
t h a t  t h i s  t r a d i t i o n  c a n  b e  m a i n t a i n e d  w i t h o u t  c o n f l i c t i n g  w i t h  t h e  n o r m a l  w o r k  o f  t h e  i n s t i t u t i o n ,  
c o o p e r a t i o n  s h o u l d  b e  e n c o u r a g e d .  I t  s h o u l d  b e  c l e a r  t h o u g h ,  t h a t  u n i v e r s i t y  f a c i l i t i e s  c a n n o t  b e  
u s e d  f o r  p u r p o s e s  u n r e l a t e d  t o  i t s  e d u c a t i o n a l  p r o g r a m s ,  a n d  t h a t  t h e  u n i v e r s i t y  i s  n o t  c o m p e t i n g  
w i t h  c o m m e r c i a l  f a c i l i t i e s  a n d  s e r v i c e s  a v a i l a b l e  f o r  c o n f e r e n c e s  a n d  c o n v e n t i o n s .  Q u e s t i o n s  o n  
u s e  o r  r e n t a l  s h o u l d  b e  d i r e c t e d  t o  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 8 .  
[ M & C  5 / 1 5 / 9 2 ]  
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FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 
Student Records 
I. Introduction 
Student records maintained by the University fall into two general categories -- directory 
information and educational records. As custodian of student records in compliance with the 
Family Educational Rights and Privacy Act of 1974, the University assumes the trust and 
obligation to ensure the full protection of student records which includes maintaining the 
confidentiality of educational records. The administrative procedures outlined in this section are 
to be complied with by University personnel who have or accumulate educational records which 
are in a personally identifiable form. The term "student" in this Section means an eligible 
student under FERP A (a student enrolled or previously enrolled at MSU). Students may review 
a copy ofFERPA and the regulations at the following offices: Records, Vice President of 
Academic Affairs and Vice President for Student Affairs. 
II. Directory Information 
A. Directory information is information concerning a student which may be released 
publicly. It includes the following categories: (I) the student's name, local and permanent 
(hometown) address, telephone number; (II) major and minor fields of study, class level, 
dates of enrollment, full time/part time status, awards, honors (including Dean's list), 
degree(s) conferred (including dates), previous educational institution(s) and dates 
attended, e-mail address, photographs taken and maintained by the University for various 
purposes, past and present participation in officially recognized activities and sports, 
height and weight of athletes, and gender. 
B. A student may request that category I, II or both categories of their directory information 
not be made public by completing a form in the Records Office. The written refusal to 
permit the disclosure of directory information must be made within 45 days of the date a 
student begins taking classes at MSU. For enrolled students this request will remain in 
effect for one academic year unless a written request for change is submitted. If a student 
has requested nondisclosure of directory information in his/her last semester of 
attendance, that request must be honored until that student requests its removal. The 
specified directory information will then be treated the same as educational records 
information. In these cases, the University, in response to public inquiries, will verify 
only whether or not an individual is currently enrolled at the University. 
III. Educational Records 
A. Educational records are those records, files, documents, and other materials which 
contain information directly related to a student's academic progress, financial status, 
medical condition (see Section IV A and B), etc., and are maintained by Moorhead State 
University or a party acting on behalf of the University. Educational records include 
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m o r e  t h a n  a c a d e m i c  r e c o r d s .  E d u c a t i o n a l  r e c o r d s ,  w i t h  t h e  e x c e p t i o n  o f  t h o s e  d e s i g n a t e d  
a s  d i r e c t o r y  i n f o r m a t i o n  ( s e e  S e c t i o n  I I ) ,  m a y  n o t  b e  r e l e a s e d  w i t h o u t  t h e  w r i t t e n  c o n s e n t  
o f  t h e  s t u d e n t  t o  a n y  i n d i v i d u a l ,  a g e n c y ,  o r  o r g a n i z a t i o n  o t h e r  t h a n  t h e  f o l l o w i n g  
a u t h o r i z e d  p e r s o n n e l :  
1 .  U n i v e r s i t y  p e r s o n n e l  w h o  h a v e  l e g i t i m a t e  e d u c a t i o n a l  i n t e r e s t s ,  w h i c h  m e a n s  t h e  
d e m o n s t r a t e d  n e e d  t o  k n o w  b y  o f f i c i a l s  o f  M S U  ·w h o  a c t  i n  t h e  s t u d e n t ' s  
e d u c a t i o n a l  i n t e r e s t ,  i n c l u d i n g  f a c u l t y ,  a d m i n i s t r a t i o n ,  c l e r i c a l  a n d  p r o f e s s i o n a l  
e m p l o y e e s ,  a n d  o t h e r  p e r s o n s  w h o  m a n a g e  s t u d e n t  r e c o r d  i n f o r m a t i o n  ( i n c l u d i n g  
l a w  e n f o r c e m e n t  u n i t  p e r s o n n e l  a n d  h e a l t h  s t a f f ) ,  a n d  a  p e r s o n  o r  c o m p a n y  w i t h  
w h o m  t h e  U n i v e r s i t y  h a s  c o n t r a c t e d  ( s u c h  a s  a n  a t t o r n e y ,  a u d i t o r ,  o r  c o l l e c t i o n  
a g e n t ) .  
N o t h i n g  i n  F E R P  A  a l l o w s  a n  i n s t i t u t i o n  t o  d i s c u s s  a  s t u d e n t ' s  e d u c a t i o n  r e c o r d s  
p u b l i c l y - e v e n  i f  t h e  i n f o r m a t i o n  i s  a  m a t t e r  o f  p u b l i c  r e c o r d .  A  s c h o o l  o f f i c i a l  
w h o  w i s h e s  t o  r e s p o n d  t o  t h e  m e d i a  s h o u l d  a s k  t h e  s t u d e n t  f o r  a  p r o p e r l y  e x e c u t e d  
r e l e a s e  f o r m .  E x c e p t i o n s  t o  t h i s  w o u l d  i n c l u d e  d i s c l o s u r e  i n  r e s p o n s e  t o  a n  
e m e r g e n c y  o r  i n  r e s p o n s e  t o  a  l a w f u l l y  i s s u e d  c o u r t  o r d e r  o r  s u b p o e n a .  A n y  
d i s c l o s u r e  o f  e d u c a t i o n a l  r e c o r d s  b y  o f f i c i a l s  w i t h o u t  t h e  s t u d e n t ' s  c o n s e n t  m u s t  
b e  r e c o r d e d  a n d  m a i n t a i n e d  w i t h  t h e  r e c o r d s  o f  t h e  s t u d e n t  a s  l o n g  a s  t h e  r e c o r d s  
a r e  m a i n t a i n e d  b y  t h e  i n s t i t u t i o n ;  
2 .  U p o n  r e q u e s t ,  t h e  U n i v e r s i t y  d i s c l o s e s  e d u c a t i o n  r e c o r d s  w i t h o u t  c o n s e n t  t o  
o f f i c i a l s  o f  a n o t h e r  s c h o o l  i n  w h i c h  a  s t u d e n t  s e e k s  o r  i n t e n d s  t o  e n r o l l .  
3 .  P a r e n t s  o r  l e g a l  g u a r d i a n s  w h o  h a v e  c l a i m e d  a  s t u d e n t  a s  a  d e p e n d e n t  f o r  t h e  t a x  
y e a r  t h a t  e n d s  p r i o r  t o  t h e  s t a r t  o f  t h e  a c a d e m i c  y e a r  ( s e c t i o n  1 5 2  o f  t h e  I n t e r n a l  
R e v e n u e  C o d e  o f  1 9 5 4 )  u p o n  p r o v i d i n g  a  c o p y  o f  t h e  t a x  r e t u r n  a n d  t h e  P a r e n t a l  
A c c e s s  F o r m  ( a v a i l a b l e  i n  t h e  R e c o r d s  O f f i c e )  w i t h  a  n o t a r i z e d  s i g n a t u r e ;  
4 .  A u t h o r i z e d  r e p r e s e n t a t i v e s  o f  t h e  C o m p t r o l l e r  G e n e r a l ,  t h e  S e c r e t a r y  o f  
E d u c a t i o n ,  t h e  M i n n e s o t a  A t t o r n e y  G e n e r a l ,  r e p r e s e n t a t i v e s  o f  t h e  M i n n e s o t a  
S t a t e  C o l l e g e s  a n d  U n i v e r s i t i e s  ( " M n S C U " )  a n d  t h e  B o a r d  o f  T r u s t e e s ,  
C h a n c e l l o r  a n d  i t s  s t a f f ,  a  s t u d e n t  s e r v i n g  o n  a n  o f f i c i a l  c o m m i t t e e  ( s u c h  a s  a  
d i s c i p l i n a r y  o r  g r i e v a n c e  c o m m i t t e e  o r  a s s i s t i n g  a n o t h e r  s c h o o l  o f f i c i a l  i n  
p e r f o r m i n g  h i s  o r  h e r  t a s k s ) ;  
5 .  O f f i c i a l s  r e s p o n s i b l e  f o r  a c t i n g  i n  c o n j u n c t i o n  w i t h  t h e  s t u d e n t ' s  a p p l i c a t i o n  f o r ,  
o r  r e c e i p t  o f ,  f i n a n c i a l  a i d ;  
6 .  A u t h o r i z e d  i n d i v i d u a l s  o r  o r g a n i z a t i o n s  c o n d u c t i n g  s t u d i e s  f o r ,  o r  o n  b e h a l f  o f ,  
t h e  U n i v e r s i t y  f o r  t h e  p u r p o s e  o f  d e v e l o p i n g ,  v a l i d a t i n g ,  o r  a d m i n i s t e r i n g  
p r e d i c t i v e  t e s t s ;  f o r  a d m i n i s t e r i n g  s t u d e n t  a i d  p r o g r a m s ;  a n d  f o r  i m p r o v i n g  
i n s t r u c t i o n .  T h e s e  s t u d i e s  m u s t  b e  c o n d u c t e d  i n  a  m a n n e r  t h a t  w i l l  n o t  p e r m i t  t h e  
p e r s o n a l  i d e n t i f i c a t i o n  o f  s t u d e n t s  a n d  t h e i r  p a r e n t s  b y  p e r s o n s  o t h e r  t h a n  
r e p r e s e n t a t i v e s  o f  t h e  U n i v e r s i t y  o r  s u c h  o r g a n i z a t i o n s .  T h i s  i n f o r m a t i o n  i s  t o  b e  
Administrative Policies and Procedures 87 
destroyed when it is no longer needed for the purpose for which it was collected. 
Authorization for such activities will come from the appropriate Vice President. 
B. The disclosure of educational records to family members and in response to subpoenas 
will be carried out as follows: 
1. University officials are expected to comply with judicial orders and lawfully 
issued subpoenas. Students affected by such action shall be notified of the 
University's intention to comply with court orders; 
2. Spouses or other family members of students may receive student record 
information when a written consent form is submitted by the student (for 
exception, see Section III-A-3); 
3. Records of former students, including deceased students, are confidential except 
that records of deceased former students may be released or disclosed at the 
request of a parent, personal representative, or other qualified representative of the 
student's estate, or pursuant to a court order to subpoena. 
C. Upon written request, the University shall provide student access to a student's own 
records with the exception of: 
1. Financial aid records of the student's parent or guardian; 
2. Confidential letters of recommendation where the student has signed a waiver of 
right -of-access, or letters of recommendation written prior to January 1, 197 5, 
providing such letters are used only for the purpose for which they were 
specifically intended. 
3. Persons who applied for admission but were not accepted have no rights under 
FERP A. Individuals who are denied admission to a program of study or 
component unit are not entitled by FERP A to have access to materials relating to 
the denied application, even if the individual is subsequently admitted into and 
enrolled in another course of study as a special student. 
4. Those records which are excluded from the FERP A definition of educational 
records. 
D. Students may waive their access to records: 
1. A student may sign a waiver of right-of-access to confidential recommendations 
concerning admission, application for employment, and/or application for an 
honor or honorary recognition. In such cases the student, upon request, shall be 
notified of the names of individuals making such confidential recommendations. 
These recommendations are to be used solely for the purpose for which they were 
intended; 
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I n  t h e  e v e n t  a  s t u d e n t  r e f u s e s  t o  s i g n  a  w a i v e r  o f  a c c e s s ,  s u c h  a n  a c t  m a y  n o t  b e  
c o n s i d e r e d  a s  a  c o n d i t i o n  f o r  a d m i s s i o n ,  r e c e i p t  o f  f i n a n c i a l  a i d ,  o r  a n y  o t h e r  
s e r v i c e  o r  b e n e f i t  f r o m  t h e  U n i v e r s i t y .  
E .  S i n c e  t h e  U n i v e r s i t y  d o e s  n o t  m a i n t a i n  a  c e n t r a l  r e p o s i t o r y  f o r  e d u c a t i o n a l  r e c o r d s ,  
i n q u i r i e s  f o r  a c c e s s  t o  s p e c i f i c  e d u c a t i o n a l  r e c o r d s  s h o u l d  b e  m a d e  t o  t h e  U n i v e r s i t y  o f f i c e  
o r  a g e n c y  l i s t e d  b e l o w  w h o  a r e  r e s p o n s i b l e  f o r  a  p a r t i c u l a r  r e c o r d :  
A d m i s s i o n s - D i r e c t o r  o f  A d m i s s i o n s  
B u s i n e s s - B u s i n e s s  M a n a g e r  
C o u n s e l i n g - D i r e c t o r  o f  C o u n s e l i n g  
F i n a n c i a l  A i d - D i r e c t o r  o f  F i n a n c i a l  A i d  
G r a d u a t e  S t u d i e s - C o o r d i n a t o r  o f  G r a d u a t e  S t u d i e s  
H e a l t h  S e r v i c e s - D i r e c t o r  o f  t h e  H e a l t h  C e n t e r  
H o u s i n g  a n d  S e c u r i t y - D i r e c t o r  o f  H o u s i n g  
I n t e r n a t i o n a l  S t u d e n t s - I n t e r n a t i o n a l  S t u d e n t  A d v i s o r  
C a r e e r  a n d  P l a c e m e n t  S e r v i c e s - D i r e c t o r  o f  C a r e e r  a n d  P l a c e m e n t  S e r v i c e s  
R e c o r d s - R e g i s t r a r  
V e t e r a n s  A f f a i r s - V e t e r a n s  S e r v i c e  O f f i c e r  
R e q u e s t s  f o r  a s s i s t a n c e  i n  l o c a t i n g  i n d i v i d u a l  e d u c a t i o n a l  r e c o r d s  i n  o f f i c e s  o t h e r  t h a n  
t h o s e  l i s t e d  a b o v e  m a y  b e  d i r e c t e d  t o  t h e  O f f i c e  o f  t h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s .  
F .  U n i v e r s i t y  p e r s o n n e l  m u s t  w i l l i n g l y  p r o d u c e  f o r  i n s p e c t i o n ,  w i t h  r e a s o n a b l e  n o t i c e  b y  a n  
i n d i v i d u a l  s t u d e n t ,  a l l  r e c o r d s ,  w i t h  t h e  e x c e p t i o n  o f  t h o s e  p r e v i o u s l y  n o t e d ,  w h i c h  
p e r t a i n  t o  t h a t  s t u d e n t .  A c c e s s  t o  r e c o r d s  s h o u l d  o c c u r  a s  s o o n  a s  r e a s o n a b l y  p r a c t i c a b l e ,  
b u t  i n  n o  i n s t a n c e  m o r e  t h a n  4 5  d a y s  a f t e r  t h e  r e q u e s t .  T h e  f o l l o w i n g  p r o c e d u r e s  s h o u l d  
b e  f o l l o w e d  w h e n  s t u d e n t s  a r e  s e e k i n g  a c c e s s  t o  r e c o r d s :  
1 .  S t u d e n t  m u s t  p r o v i d e  p r o p e r  i d e n t i f i c a t i o n ;  
2 .  D e s i g n a t e d  s t a f f  o r  p e r s o n n e l  w i l l  r e v i e w  a n d  i n t e r p r e t  t h e  c o n t e n t s  o f  t h e  r e c o r d  
w i t h  t h e  s t u d e n t ;  
3 .  S t u d e n t s  w i l l  b e  f r e e  t o  e x a m i n e  t h e  c o n t e n t  o f  t h e  r e c o r d  a n d ,  u p o n  r e q u e s t ,  
r e c e i v e  a  c o p y .  T h e  s t u d e n t  w i l l  h a v e  t o  p a y  t h e  r e p r o d u c t i o n  c o s t  i n  o r d e r  t o  
s e c u r e  a  c o p y  o f  t h e  r e c o r d .  N o  m a t e r i a l s  c a n  b e  r e m o v e d  f r o m  a n y  e d u c a t i o n a l  
r e c o r d  i f  t h e r e  i s  a n  o u t s t a n d i n g  r e q u e s t  t o  i n s p e c t  a n d  r e v i e w  t h e  r e c o r d s .  M S U  
r e s e r v e s  t h e  r i g h t  t o  d e n y  t r a n s c r i p t s  o r  c o p i e s  o f  r e c o r d s  n o t  r e q u i r e d  t o  b e  m a d e  
a v a i l a b l e  b y  F E R P A  i n  a n y  o f t h e  f o l l o w i n g  s i t u a t i o n s :  1 )  T h e  s t u d e n t  h a s  a n  
u n p a i d  f i n a n c i a l  o b l i g a t i o n  t o  t h e  U n i v e r s i t y .  2 )  T h e r e  i s  a n  u n r e s o l v e d  
d i s c i p l i n a r y  a c t i o n  a g a i n s t  t h e  s t u d e n t .  
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G. When a student has challenged specific data or information and requested amendment of 
the record he/she should identify the part of the record he/she wants changed and specify 
why he/she believes it is inaccurate, misleading or in violation of his or her privacy or 
other rights: 
1. The designated department or staff member may agree to amend selected 
information; or, 
2. In the event the designated department or staff member does not concur with the 
student's request to amend the information, the student shall follow the 
procedures for challenging data developed by the department and/or college in 
which the department is located. [Note: In the event of a challenge to a grade, 
the student must follow the grade appeal procedure defined in the Student Policy 
Handbook]; 
3. If, after following the above procedures, resolution has not occurred (that is, the 
student still feels the record is inaccurate, misleading, or otherwise in violation of 
privacy or other rights of the student), the student may request an administrative 
hearing before the Students Educational Rights and Privacy (SERP) Committee; 
4. The student should contact the Office of the Vice President for Student Affairs for 
an appointment with the SERP Committee. A hearing will be provided where the 
student may present written or oral explanations to support his/her request for 
amendment of the record; 
5. The SERP Committee will provide a written decision concerning the request for 
amendment of the record within five class days of the hearing. If, as a result of 
the hearing, the record is amended, the University will inform the student of the 
amendment in writing. If the record is not amended, the eligible student will be 
notified in writing and informed of his/her right to place a statement in the record 
commenting on the contested information. The added statement concerning 
contested information shall accompany the record with the contested information. 
H. Release and waiver of student records. 
1. For records to be released, other than as outlined in III-A, there must be a written 
consent form completed by the student, specifying the records to be released. The 
student is entitled to a copy of these released records. 
2. If the student has previously signed a waiver releasing his/her records and wishes 
to revoke this waiver, the student must make a request in writing at the Records 
Office. 
3. By revoking the waiver, the student does not have the right to inspect and review 
documents collected while the waiver was in force. 
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I .  E a c h  U n i v e r s i t y  o f f i c e  w h i c h  r e l e a s e s  s t u d e n t  e d u c a t i o n a l  r e c o r d s  m u s t  p e r m a n e n t l y  
m a i n t a i n  w i t h  t h e  f i l e  o f  t h e  s t u d e n t  a  s i g n e d  w r i t t e n  f o r m  i n d i c a t i n g  t h e  d a t e  o f  r e l e a s e  
f o r  r e c o r d s  a n d  t h e  l e g i t i m a t e  e d u c a t i o n a l  o r  o t h e r  i n t e r e s t  t h a t  e a c h  p e r s o n ,  U n i v e r s i t y  
e m p l o y e e ,  a g e n c y ,  o r  o r g a n i z a t i o n  h a d  i n  s e e k i n g  t h e  i n f o r m a t i o n .  R e c o r d s  o f  r e q u e s t s  
a n d  d i s c l o s u r e s  d o  n o t  h a v e  t o  b e  m a i n t a i n e d  f o r :  ( 1 )  t h o s e  r e q u e s t s  m a d e  b y  s t u d e n t  f o r  
t h e i r  o w n  u s e ,  ( 2 )  t h o s e  d i s c l o s u r e s  m a d e  w i t h  t h e  w r i t t e n  c o n s e n t  o f  s t u d e n t s ,  ( 3 )  T h o s e  
d i s c l o s u r e s  m a d e  t o  s c h o o l  o f f i c i a l s  u n d e r  t h e  c o n d i t i o n s  t h a t  a l l o w e d  s u c h  d i s c l o s u r e s ,  o r  
( 4 )  t h o s e  d i s c l o s u r e s  m a d e  t o  a  p a r t y  s e e k i n g  d i r e c t o r y  i n f o r m a t i o n .  
J .  S t u d e n t  r e c o r d  i n f o r m a t i o n  c a n  b e  t r a n s f e r r e d  t o  a  t h i r d  p a r t y  o n l y  o n  t h e  c o n d i t i o n  t h a t  
t h e  t h i r d  p a r t y  w i l l  n o t  i n  t u r n  r e l e a s e  t h e  r e c o r d  t o  a n o t h e r  p a r t y  w i t h o u t  t h e  w r i t t e n  
c o n s e n t  o f  t h e  s t u d e n t .  A  p r e - p r i n t e d  s t a t e m e n t  o u t l i n i n g  t h i s  t h i r d - p a r t y  l i m i t a t i o n  w i l l  
b e  o n  a l l  i n f o r m a t i o n  r e l e a s e d  t o  a  t h i r d  p a r t y .  
K .  A r e a s  o f  t h e  U n i v e r s i t y  m a i n t a i n i n g  e d u c a t i o n a l  r e c o r d s  a r e  r e q u i r e d  t o  h a v e  a  c o p y  o f  
t h e  r e c o r d s  p o l i c y  a v a i l a b l e  t o  s t u d e n t s .  
I V .  M e d i c a l  a n d  C o u n s e l i n g  S e r v i c e s  R e c o r d s  
A .  M e d i c a l  R e c o r d s - P r i v i l e g e d  I n f o r m a t i o n  
1 .  A  s t u d e n t ' s  m e d i c a l  r e c o r d  i s  c o n f i d e n t i a l  a n d  i s  a v a i l a b l e  t o  t h e  s t u d e n t  t h r o u g h  
t h e  D i r e c t o r  o f  S t u d e n t  H e a l t h  S e r v i c e .  
2 .  A  s t u d e n t  w h o  w i s h e s  t o  r e l e a s e  m e d i c a l  i n f o r m a t i o n ,  x - r a y s ,  o r  o t h e r  m e d i c a l  
d o c u m e n t s  t o  a  r e c o g n i z e d  m e m b e r  o f  t h e  h e a l t h  p r o f e s s i o n  m u s t  r e q u e s t ,  i n  
w r i t i n g ,  t h a t  S t u d e n t  H e a l t h  f o r w a r d  a  c o p y  o r  s u m m a r y  o f  t h e  s t u d e n t ' s  r e c o r d s  t o  
t h e  a p p r o p r i a t e  p a r t y .  
3 .  W i t h  w r i t t e n  a u t h o r i z a t i o n  o f  t h e  s t u d e n t  a n d  o n  t h e  r e q u e s t  o f  a  U n i v e r s i t y  
o f f i c i a l  o r  f a c u l t y ,  S t u d e n t  H e a l t h  s h a l l  p r o v i d e  i n f o r m a t i o n  p e r t a i n i n g  t o  a  
s t u d e n t ' s  p h y s i c a l  o r  m e n t a l  c o n d i t i o n  t h a t  m i g h t  a f f e c t  h i s / h e r  s t a t u s  a s  a  s t u d e n t .  
4 .  M e d i c a l  r e c o r d s  a r e  s u b j e c t  t o  s u b p o e n a .  
5 .  I n  s i t u a t i o n s  w h e r e  a  s t u d e n t ' s  l i f e  i s  i n  d a n g e r  o r  i n  w h i c h  h i s / h e r  c o n d i t i o n  
r e s u l t s  i n  a  d a n g e r  t o  o t h e r s ,  t h e  f a c t s  p e r t a i n i n g  t o  t h i s  d a n g e r  m a y  b e  
c o m m u n i c a t e d  t o  t h e  s t u d e n t ' s  n e a r e s t  r e s p o n s i b l e  r e l a t i v e ,  w i t h o u t  t h e  s t u d e n t ' s  
c o n s e n t ,  i f  j u d g e d  n e c e s s a r y  b y  t h e  D i r e c t o r  o f  S t u d e n t  H e a l t h  S e r v i c e s  o r  V i c e  
P r e s i d e n t  f o r  S t u d e n t  A f f a i r s .  
6 .  I n f o r m a t i o n  i n  a  s t u d e n t ' s  H e a l t h  S e r v i c e  r e c o r d  m a y  b e  r e l e a s e d  b y  t h e  P r e s i d e n t  
o f  t h e  U n i v e r s i t y  o r  b y  t h e  D i r e c t o r  o f  S t u d e n t  H e a l t h  S e r v i c e s  i n  r e s p o n s e  t o  a  
h e a l t h  o r  s a f e t y  e m e r g e n c y .  
7 .  I n  t h e  c a s e  o f  a  s t u d e n t  w h o  i s  a  m i n o r ,  r e l e a s e  o f  m e d i c a l  i n f o r m a t i o n  m u s t  b e  
a u t h o r i z e d  b y  t h e  s t u d e n t ' s  p a r e n t  o r  g u a r d i a n .  
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8. Except as otherwise provided for in this section, information pertaining to a 
student's physical or mental condition may not be released to any party without 
the written, signed consent of the student. 
B. Counseling Records 
1. The records of the Counseling Center are considered confidential within the rules 
and codes of ethics of the American Psychological Association and the American 
Counseling Association. 
2. On the request of a Dean or a faculty member and with the written authorization 
of the student, the Counseling Center Director or his/her professional 
representatives shall provide information pertaining to a student's physical or 
mental condition that might affect his/her status as a student. 
3. In situations where a student's life is in danger or in which his/her condition suits 
in a danger to others, the facts pertaining to this danger may be communicated to 
the student's nearest responsible relative, without the student's consent, if judged 
necessary by the Vice President for Student Affairs, Counseling Center Director 
or their professional representatives. 
4. Information in a student's Counseling Center record may be released by the 
President of the University or the Counseling Center Director, or his/her 
professional representatives in response to a health or safety emergency. 
5. In the case of a student who is a minor, release of counseling information must be 
authorized by a student, a student's parent, or the student's guardian. 
6. The portion of a student's counseling record used in connection with treatment is 
available to the student for review. A counselor shall be present to review and 
interpret the counseling record with students requesting this service. 
7. Information obtained from third parties will not be available for student review or 
released to students without written permission of the third party. 
8. Copies of psychological tests, psychological reports or medical reports originated 
from a source outside the Counseling Center will not be released to students. A 
counselor shall be present with a student requesting these materials, to review 
such tests or reports in the student record. 
9. Reasonable fees will be assessed to students for costs of copying any records 
requested and released. 
10. Education record information may be released without a student's written consent 
in connection with an emergency if knowledge of the information is necessary to 
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p r o t e c t  t h e  h e a l t h  o r  s a f e t y  o f  t h e  s t u d e n t  o r  o t h e r  i n d i v i d u a l s .  E d u c a t i o n  r e c o r d s  
d o  n o t  i n c l u d e :  ( a )  r e c o r d s  r e l a t i n g  t o  a  s t u d e n t  w h i c h  a r e  c r e a t e d  b y  a  
p s y c h o l o g i s t  o r  o t h e r  r e c o g n i z e d  p r o f e s s i o n a l  o r  p a r a p r o f e s s i o n a l  a c t i n g  i n  h i s / h e r  
p r o f e s s i o n a l  c a p a c i t y  o r  a s s i s t i n g  i n  a  p a r a p r o f e s s i o n a l  c a p a c i t y ;  ( b )  r e c o r d s  u s e d  
s o l e l y  i n  c o n n e c t i o n  w i t h  p r o v i s i o n  o f  t r e a t m e n t  t o  t h e  s t u d e n t ;  a n d  ( c )  r e c o r d s  
r e l a t i n g  t o  t h e  s t u d e n t  d i s c l o s e d  o n l y  t o  i n d i v i d u a l s  p r o v i d i n g  s u c h  t r e a t m e n t .  
S u c h  r e c o r d s  c a n  b e  p e r s o n a l l y  r e v i e w e d  b y  a  p h y s i c i a n  o r  o t h e r  a p p r o p r i a t e  
p r o f e s s i o n a l  o f  t h e  s t u d e n t ' s  c h o i c e  i f  t h e  s t u d e n t  r e q u e s t i n g  s u c h  r e c o r d s  
a u t h o r i z e s  t h e  r e l e a s e  i n  w r i t i n g .  
1 1 .  C o u n s e l o r s  o r  p s y c h o l o g i s t s  s h a l l  a d v i s e  F a m i l y  P o l i c y  C o m p l i a n c e  O f f i c e ,  U . S .  
D e p a r t m e n t  o f E d u c a t i o n ,  6 0 0  I n d e p e n d e n c e  A v e n u e ,  S W ,  W a s h i n g t o n ,  D C  
2 0 2 0 2 - 4 6 0 5 ;  ( 2 0 2 )  2 6 0 - 3 8 8 7 ;  F a x :  ( 2 0 2 )  2 6 0 - 9 0 0 1 ,  w i t h i n  4 5  d a y s  o f  t h e  
f o l l o w i n g  d e t e r m i n a t i o n s :  ( a )  a  c o n f l i c t  e x i s t s  b e t w e e n  t h e  F a m i l y  E d u c a t i o n a l  
R i g h t s  a n d  P r i v a c y  A c t  o f  1 9 7 4  a n d  s t a t e  o r  l o c a l  l a w ,  a n d  a n  i n s t i t u t i o n a l  
r e p r e s e n t a t i v e  i n  t h e  C o u n s e l i n g  C e n t e r  d e t e r m i n e s  t h a t  s h e  o r  h e  c a n n o t  c o m p l y  
w i t h  t h e  r e q u i r e m e n t s  o f  t h e  A c t ,  o r  ( b )  i f  t h e  a c t  i s  i n  c o n f l i c t  w i t h  t h e  
c o u n s e l o r ' s  o r  p s y c h o l o g i s t ' s  p r o f e s s i o n a l  e t h i c a l  c o d e .  
V .  L a w  E n f o r c e m e n t  R e c o r d s  
A .  M o s t  c a m p u s  s e c u r i t y  r e c o r d s  a r e  c l a s s i f i e d  a s  l a w  e n f o r c e m e n t  r e c o r d s .  L a w  
e n f o r c e m e n t  r e c o r d s  c r e a t e d  a n d  m a i n t a i n e d  b y  t h e  M o o r h e a d  S t a t e  U n i v e r s i t y  C a m p u s  
S e c u r i t y  D e p a r t m e n t  f o r  t h e  p u r p o s e  o f  l a w  e n f o r c e m e n t  a r e  s u b j e c t  t o  t h e  M i n n e s o t a  
D a t a  P r i v a c y  A c t .  
B .  E d u c a t i o n a l  r e c o r d s  m a i n t a i n e d  b y  t h e  M o o r h e a d  S t a t e  U n i v e r s i t y  C a m p u s  S e c u r i t y  
D e p a r t m e n t  a r e  m a i n t a i n e d  s e p a r a t e l y  f r o m  l a w  e n f o r c e m e n t  r e c o r d s .  
C .  T h e r e  i s  a  f e e  f o r  c o p y i n g  r e c o r d s .  
V I .  A n n u a l  N o t i c e  
M o o r h e a d  S t a t e  U n i v e r s i t y  g i v e s  a n n u a l  n o t i c e  o f  t h e  f o l l o w i n g  t o  s t u d e n t s  a t t e n d i n g  t h e  
U n i v e r s i t y :  
A .  R i g h t s  g u a r a n t e e d  u n d e r  t h e  F a m i l y  E d u c a t i o n a l  R i g h t s  a n d  P r i v a c y  A c t  o f  1 9 7 4  a n d  t h i s  
p o l i c y ;  
B .  L o c a t i o n s  w h e r e  c o p i e s  o f  t h i s  p o l i c y  m a y  b e  o b t a i n e d ;  a n d  
C .  T h e  r i g h t  t o  f i l e  a  c o m p l a i n t  r e g a r d i n g  a  v i o l a t i o n  o f F E R P A  w i t h  F a m i l y  P o l i c y  a n d  
R e g u l a t i o n s  O f f i c e ,  U . S .  D e p a r t m e n t  o f  E d u c a t i o n ,  W a s h i n g t o n ,  D C  2 0 2 0 2 .  T h e  
c o m p l a i n t  m u s t  c o n t a i n  s p e c i f i c  a l l e g a t i o n s  o f  f a c t  g i v i n g  r e a s o n a b l e  c a u s e  t o  b e l i e v e  t h a t  
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a violation of the Act has occurred. The U.S. DOE will investigate each timely complaint 
to determine if the institution has failed to comply with the provisions of FERP A. 
D. The Vice President of Student Affairs shall be responsible for ensuring that notification is 
published annually in the student newspaper and in the current Student Policy Handbook. 
[Revised 5/27 /97] 
FAX MACIDNES 
Several FAX machines are available throughout the campus. The FAX machine in the Owens 
Hall Post Office is for general campus use. In order to send a fax, a cover sheet must be 
completed and the proper telephone access code must be provided to the post office staff. 
Incoming fax messages are placed in the appropriate post office box and can be picked up with 
the mail. Post Office, Owens 102, phone 236-2885. [M&C 5/15/92] 
FINANCIAL PROCEDURES 
Contracts and Leases 
Moorhead State University contractual obligations must conform to state and federal law. Only 
authorized personnel may sign contracts obligating the institution. 
Employees entering into contracts in the name of the university and/or state are legally liable for 
resulting obligations when such contracts are not encumbered and approved by authorized 
administrative personnel. Further, Minnesota Statutes Chapter 16A.15 Subd. 3, provides that 
entering into such unauthorized contract or commitments may result in dismissal. Employees 
who are involved in activities which will require a contract or insurance should check the 
requirements with the Business Office, Owens 106. 
Processing of contracts takes at least two months and requires final approval by the Minnesota 
Attorney General's Office and the Commissioner of Finance. MSU personnel delegated as 
authorized to sign contracts on behalf of the University are as follows: 
Type of Contract: 
Professional, technical services, property 
leases, equipment leases, misc. service 
MSU Approval Signature: 
President, Vice President for Administrative 
Affairs, Business Manager, Accounting 
Officers 
Additional information on contracts is available in the Business Office, Owens 106. 
Deposit Requirements 
All funds received to support university programs, whether gate receipts, concession sales, 
donations, accounts receivable payments or other revenue, must be deposited in accounts 
established with the university (see SUB Internal Rule 601 on University Activity Funds, M.S. 
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1 3 6 . 1 1  ) .  D e p o s i t s  w i t h  t h e  u n i v e r s i t y  c a s h i e r  m u s t  b e  m a d e  d a i l y  i f  t h e  a c c o u n t  c o l l e c t e d  i s  m o r e  
t h a n  $ 2 5 .  T h e  c a s h i e r ' s  w i n d o w  i n  l o c a t e d  i n  O w e n s ;  h o u r s  a r e  8 : 4 5  a . m .  t o  4 : 0 0 p . m . ,  M o n d a y  
t h r o u g h  F r i d a y .  U n d e r  n o  c i r c u m s t a n c e s  m a y  c a s h  r e m a i n  w i t h i n  a  d e p a r t m e n t  f o r  m o r e  t h a n  o n e  
w e e k .  
P a y r o l l  
T h e  S t a t e  d i v i d e s  t h e  y e a r  i n t o  2 6  e q u a l  p a y  p e r i o d s .  E a c h  p a y  p e r i o d  c o v e r s  a  t w o  w e e k  s p a n  
s t a r t i n g  o n  a  W e d n e s d a y  a n d  e n d i n g  o n  a  T u e s d a y .  P a y c h e c k s  o r  d i r e c t  d e p o s i t  a d v i c e  a r e  
m a i l e d  t o  a n  e m p l o y e e ' s  h o m e  a d d r e s s .  T h e  c h e c k  d a t e  o r  d i r e c t  d e p o s i t  d a t e  i s  a  F r i d a y ,  1 0  d a y s  
a f t e r  t h e  p a y  p e r i o d  e n d s .  T h i s  1  0 - d a y  d e l a y  i s  n e e d e d  t o  p r o c e s s  a n d  d i s t r i b u t e  p a y c h e c k s  f o r  t h e  
S t a t e ' s  6 0 , 0 0 0  e m p l o y e e s .  
D i r e c t  d e p o s i t  i s  m a n d a t o r y  f o r  a l l  n e w  e m p l o y e e s  a n d  i s  s t r o n g l y  e n c o u r a g e d  f o r  a l l  c u r r e n t  
e m p l o y e e s .  D i r e c t  d e p o s i t  c a n  b e  s e t  u p  f o r  c h e c k i n g ,  s a v i n g s ,  o r  a  c o m b i n a t i o n  o f  b o t h .  
P r o c e s s i n g  n o r m a l l y  t a k e s  a b o u t  4 5  d a y s  f o r  a  d i r e c t  d e p o s i t  t o  b e  s e t  u p  o r  c h a n g e d .  P a y r o l l  
q u e s t i o n s  c a n  b e  d i r e c t e d  t o  t h e  P a y r o l l  O f f i c e ,  O w e n s  2 1 4 ,  p h o n e  2 3 6 - 2 2 2 2  o r  2 3 6 - 2 2 2 3 .  
F U N D - R A I S I N G  P O L I C Y  
A n y  f u n d - r a i s i n g  p r o j e c t  m u s t  b e  o u t l i n e d  a n d  s u b m i t t e d  t o  t h e  M S U  A l u m n i  a n d  F o u n d a t i o n  
O f f i c e  ( O w e n s  2 0 2 )  t h r e e  m o n t h s  p r i o r  t o  t h e  p r o j e c t ' s  s t a r t i n g  d a t e .  O u t l i n e s  s h o u l d  i n c l u d e :  
1 .  B a s i c  p u r p o s e  o f  p r o j e c t  
2 .  T y p e  o f  s o l i c i t a t i o n  t o  b e  u s e d  
3 .  W h o  w i l l  b e  r e s p o n s i b l e  f o r  s o l i c i t i n g  
4 .  P r o j e c t  e s t i m a t e d  t i m e t a b l e  
5 .  E x p e c t e d  d o n o r  b a s e  t o  b e  s e l e c t e d  ( p e o p l e  o r  o r g a n i z a t i o n s  y o u  w i s h  t o  s o l i c i t )  
D e p a r t m e n t s / o r g a n i z a t i o n s  a r e  e x p e c t e d  t o  s u b m i t  a  c o m p l e t e  l i s t  o f  s o l i c i t a t i o n  r e s u l t s  a f t e r  
p r o j e c t  c o m p l e t i o n .  [ M & C  5 / 1 5 / 9 2 ]  
G I F T S  T O  T H E  U N I V E R S I T Y  
M i n n e s o t a  S t a t u t e s  a n d  S t a t e  U n i v e r s i t y  p o l i c y  p r o v i d e  a u t h o r i t y  f o r  t h e  a c c e p t a n c e  o f  g i f t s  t o  
t h e  u n i v e r s i t y .  T h e  G i f t  A c c e p t a n c e  R e p o r t i n g  f o r m ,  a v a i l a b l e  i n  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  
A f f a i r s ,  m u s t  b e  c o m p l e t e d  a n d  r e t u r n e d  t o  t h a t  o f f i c e .  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 8 ,  
p h o n e  2 3 6 - 2 1 5 6 .  [ M & C  5 / 1 5 / 9 2 ]  
H A Z A R D O U S  W A S T E  
N o t i f y  t h e  P h y s i c a l  P l a n t  o f f i c e  i f  i t  i s  s u s p e c t e d  t h a t  h a z a r d o u s  m a t e r i a l s  a r e  a c c u m u l a t i n g  o r  
h a v e  b e e n  i n a d e q u a t e l y  s t o r e d .  S p e c i f i c  d e f i n i t i o n s  e x i s t  f o r  h a z a r d o u s  w a s t e  b u t  g e n e r a l l y  a r e  
t h o s e  t h i n g s  t h a t  a r e  t o x i c ,  i r r i t a t i v e ,  c o r r o s i v e ,  f l a m m a b l e ,  o x i d a t i v e  o r  e x p l o s i v e .  A  d i s p o s a l  
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procedure is in place for the removal of hazardous waste. Contact the Physical Plant Office, 
Alan Breuer, phone 236-2998. [M&C 5/15/92] 
HOLIDAYS 
Designated holidays or days on which duties are not to be scheduled are stipulated in the 
IFO!MnSCU Agreement, Article 10, Section D, Subd.l and the MSUAASF!MnSCU Agreement, 
Article 17. Both contracts include the following fixed holidays: New Year's Day, Martin Luther 
King Day, Memorial Day, Labor Day, Thanksgiving Day, the day after Thanksgiving, Christmas 
Eve Day (or the work day immediately preceding Christmas Day), and Christmas Day. In 
addition, the MSUAASF!MnSCU Agreement includes Independence Day. Both agreements 
include Veterans Day and President's Day which may, through meet and confer, be designated at 
other times. The IFO!MnSCU Agreement includes Columbus Day in this same category. 
IDCARDS 
Photo identification cards are produced in the library at no cost to the faculty member. The photo 
ID card is required for circulation privileges in the library. It is also useful as local identification 
and is often required to obtain government rates at motels when traveling. For more information 
contact the Library, phone 236-2355. [M&C 5/15/92] 
INSTITUTIONAL ANIMAL CARE AND USE 
Moorhead State Animal Care and Use Policy states that approved protocols are required for care 
and use and use of all vertebrate animals on campus and its satellite facilities. Consult the chair 
of the Institutional Animal Care and Use Committee (IACUC) for further information. 
INSTITUTIONAL RESEARCH BOARD (IRB) 
The Institutional Research Board (IRB) is charged to ensure compliance with federal regulations 
established to protect human subjects' participation in research activities. An investigator of any 
kind of research activity, including departmental surveys, undergraduate projects, or similar 
activities, that involve the use of human subjects must obtain approval of the IRB. Contact 
Academic Services. 
INVENTORY 
Fixed asset inventory lists are maintained in the Business Office and are updated as new 
equipment arrives. Inventory Control, Owens 106, phone 236-2059. [M&C 5/15/92] 
KEYS 
Faculty and staff can obtain building and office keys with approval from their appropriate 
departmental head. When employees leave the university, they must return their keys to the 
Office of Administrative Affairs, Owens 209, phone 236-2675. [M&C 5/15/92] 
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L O S T  A N D  F O U N D  
I t e m s  f o u n d  a r o u n d  c a m p u s  a r e  s e n t  e i t h e r  t o  t h e  E x c h a n g e  i n  t h e  S t u d e n t  U n i o n  o r  t o  t h e  
I n f o r m a t i o n  B o o t h  i n  O w e n s  H a l l .  K e y s  a r e  s e n t  t o  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  
2 0 9 ,  p h o n e  2 3 6 - 2 6 7 5 .  [ M & C  5 / 1 5 / 9 2 ]  
M A I L I N G  P R O C E D U R E S  
B u n d l i n g  t h e  M a i l  
O u t g o i n g  m a i l  i s  p r o c e s s e d  b y  a  m a i l  p r e s o r t  c o m p a n y .  O u t g o i n g  m a i l  f o r  e a c h  a c c o u n t  n u m b e r  
s h o u l d  b e  b u n d l e d  w i t h  a  r u b b e r  b a n d  w i t h  a  c o m p l e t e d  m a i l  r e c o r d  a t t a c h e d ,  b e f o r e  d e p o s i t i n g  i t  
t o  b e  m e t e r e d .  P u t  t h e  f l a p  u p  o n  e a c h  e n v e l o p e  a n d  s t a c k  o n e  e n v e l o p e  o n  t o p  o f  a n o t h e r .  I f  y o u  
c h o o s e  t o  s e a l  a n y  e n v e l o p e s ,  t h e y  m u s t  b e  b u n d l e d  s e p a r a t e l y  f r o m  t h e  u n s e a l e d  o n e s  f o r  e a c h  
d e p a r t m e n t .  A n y  i t e m s  r e q u i r i n g  s p e c i a l  a t t e n t i o n - - s u c h  a s  A i r m a i l  ( i n c l u d i n g  C a n a d a  a n d  
M e x i c o  ) - - m u s t  b e  c l e a r l y  l a b e l e d  a n d  p l a c e d  a t  t h e  f r o n t  o f  a  b u n d l e  t o  d r a w  a t t e n t i o n  t o  t h e m .  
C e r t i f i e d  l e t t e r s  a r e  m e t e r e d  a t  t h e  M S U  P o s t  O f f i c e  a n d  s h o u l d  b e  g i v e n  d i r e c t l y  t o  p o s t  o f f i c e  
p e r s o n n e l .  A l l  m a n i l a  e n v e l o p e s  m u s t  b e  s e a l e d  b y  y o u .  S p e c i f y  t h e  c l a s s  f o r  a n y  m a n i l a  
e n v e l o p e s  o r  p a c k a g e s ,  o t h e r w i s e  t h e y  w i l l  b e  p o s t e d  w i t h  t h e  1 s t  c l a s s  r a t e .  P l a c e  y o u r  a c c o u n t  
n u m b e r  n e a r  t h e  u p p e r  l e f t  c o m e r .  I n t r a - c a m p u s  m a i l  s h o u l d  b e  d e p o s i t e d  s e p a r a t e l y  i n  t h e  
a p p r o p r i a t e  m a i l b o x .  P r e - s t a m p e d  m a i l  s h o u l d  a l s o  b e  d e p o s i t e d  s e p a r a t e l y  i n t o  t h e  U S  m a i l  b o x .  
M a i l  t o  b e  m e t e r e d  i s  c o l l e c t e d  b y  t h e  p r e s o r t  c o m p a n y  a t  1 : 3 0 p m  a n d  4 : 0 0 p m .  
L a r g e  m a i l i n g s  
W h e n  p l a n n i n g  l a r g e  m a i l i n g s ,  c o n s i d e r  u s i n g  ' b u l k  m a i l '  ( r e q u i r e s  2 0 0  i d e n t i c a l  p i e c e s ) .  
A l t h o u g h  i t  i s  e c o n o m i c a l ,  b u l k  m a i l  r e q u i r e s  a  l o n g e r  d e l i v e r  t i m e .  C a m p u s  p o s t  o f f i c e  
p e r s o n n e l  c a n  a s s i s t  w i t h  p r e p a r a t i o n  p r i o r  t o  t h e  m a i l  p r e s o r t  p i c k u p .  
E x p r e s s  M a i l  
D e p a r t m e n t a l  m a i l  i s  s e n t  v i a  A i r b o r n e  E x p r e s s .  T h e  l e t t e r  e x p r e s s  r a t e  f o r  o v e r n i g h t  i s  $ 9 . 0 0 ,  
w i t h  n e x t  d a y  d e l i v e r y  g u a r a n t e e d  t o  m o s t  l a r g e  c i t i e s .  E x p r e s s  m a i l  m u s t  b e  t a k e n  t o  t h e  M S U  
P o s t  O f f i c e  b y  2 : 3 0  p m  t o  s c h e d u l e  a  p i c k u p .  
I n d i v i d u a l  e x p r e s s  m a i l  i s  s e n t  v i a  t h e  U S  P o s t  O f f i c e  e x p r e s s .  T h e  b a s i c  c h a r g e  i s  $ 1 0 . 7 5  f o r  u p  
t o  8  o z .  U s i n g  t h i s  s e r v i c e ,  i t  i s  p r e f e r r e d  t o  h a v e  t h e  e x p r e s s  t o  t h e  C a m p u s  P o s t  O f f i c e  b e f o r e  
n o o n .  
A l l  s t a m p e d  U S  m a i l  i s  c o l l e c t e d  a n d  d e p o s i t e d  a t  t h e  F a r g o  P o s t  O f f i c e  t h e  s a m e  d a y  i t  i s  
r e c e i v e d .  U S  m a i l  i s  c o l l e c t e d  a t  2 : 3 0 p m  a n d  4 : 3 0 p m .  
F o r  a d d i t i o n a l  i n f o r m a t i o n ,  p l e a s e  c o n t a c t  P o s t a l  S e r v i c e s ,  O w e n s  1 0 2 ,  p h o n e  2 3 6 - 2 8 8 5 .  
[ P o s t  O f f i c e  M e m o  2 / 1 7  / 9 7 ]  
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MAPS 
Current versions of the campus map are available from the University Printing Services for use 
in publications. Printed maps can be obtained through the Office of Administrative Affairs, 
Owens 208, phone 236-2156. [M&C 5/15/92] 
MEDICAL EXCUSES FOR STUDENTS 
Written medical excuses will not be given to students who are seen at the Hendrix Health Center 
unless they are hospitalized or advised to go home for an extended period of time. In those 
instances, with the permission of the student, the Health Center will notify instructors by 
telephone and mail. Students who are ill are advised by Health Center staff to speak directly 
with their instructors regarding their illness/condition. [M&C 5115/92] 
NONDISCRIMINATION/AFFIRMATIVE ACTION 
(MnSCU Board ofTrustees Policy 1B.1) 
Statement of Commitment: 
Moorhead State University recognizes its responsibility and obligation to provide equal 
education and employment opportunities to all persons in accordance with established laws and 
policies. Through a continuing affirmative action program, the University is committed to taking 
steps to ensure nondiscrimination and overcome barriers that impede equality of opportunity. 
All members of the University are asked to work together to achieve that end. The System's 
Nondiscrimination and Affirmative Action policies are found elsewhere in this chapter. 
Affirmative Action/Title IX Officer 
The Affirmative Action/Title IX Officer, in conjunction with the Equal Opportunity Officer and 
the University Affirmative Action Committee, provides ongoing administration of the AA/EEO 
programs and policies. Duties include the preparation of reports on AA/EEO efforts and 
accomplishments, the coordination of training and education programs, the monitoring of the 
search and selection process for all unclassified positions in accordance with established 
recruitment and hiring procedures, and ensuring compliance with Federal, State, and MnSCU 
laws, regulations, and policies. Complaints of discrimination/harassment are also filed with the 
Affirmative Action/Title IX Officer, in accordance with MnSCU procedures, phone 236-2229 
(Voice), Owens 214B. 
Equal Opportunity Officer 
The Equal Opportunity Officer is responsible for the overall implementation and administration 
of the AAIEEO programs and policies at MSU, and serves on the Affirmative Action Committee. 
The Vice President for Academic Affairs serves as the Equal Opportunity Officer, phone 236-
2765 (Voice), Owens 205. 
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A f f i r m a t i v e  A c t i o n  C o m m i t t e e  
T h e  M S U  A f f i r m a t i v e  A c t i o n  C o m m i t t e e ,  i n  c o n j u n c t i o n  w i t h  t h e  A f f i r m a t i v e  A c t i o n / T i t l e  I X  
O f f i c e  a n d  t h e  E q u a l  O p p o r t u n i t y  O f f i c e r ,  i s  r e s p o n s i b l e  f o r  m a k i n g  r e c o m m e n d a t i o n s  t o  t h e  
p r e s i d e n t  c o n c e r n i n g  A f f i r m a t i v e  A A I E E O  p o l i c y  a n d  a s s i s t i n g  i n  t h e  d e v e l o p m e n t  a n d  
i m p l e m e n t a t i o n  o f  A f f i r m a t i v e  A c t i o n  p r o g r a m s ,  p o l i c i e s  a n d  p r o c e d u r e s  a t  M S U .  C o m m i t t e e  
m e m b e r s  a r e  a p p o i n t e d  b y  t h e  p r e s i d e n t .  P h o n e  2 3 6 - 2 2 2 9  ( V o i c e )  f o r  a d d i t i o n a l  i n f o r m a t i o n .  
N O N D I S C R I M I N A T I O N  I N  E M P L O Y M E N T  A N D  E D U C A T I O N  O P P O R T U N I T Y  
( M n S C U  B o a r d  o f  T r u s t e e s  P o l i c y  l B . l )  
M i n n e s o t a  S t a t e  C o l l e g e s  a n d  U n i v e r s i t i e s  i s  c o m m i t t e d  t o  a  p o l i c y  o f  n o n d i s c r i m i n a t i o n  i n  
e m p l o y m e n t  a n d  e d u c a t i o n  o p p o r t u n i t y .  N o  p e r s o n  s h a l l  b e  d i s c r i m i n a t e d  a g a i n s t  i n  t h e  t e r m s  
a n d  c o n d i t i o n s  o f  e m p l o y m e n t ,  p e r s o n n e l  p r a c t i c e s ,  o r  a c c e s s  t o  a n d  p a r t i c i p a t i o n  i n ,  p r o g r a m s ,  
s e r v i c e s ,  a n d  a c t i v i t i e s  w i t h  r e g a r d  t o  r a c e ,  s e x ,  c o l o r ,  c r e e d ,  r e l i g i o n ,  a g e ,  n a t i o n a l  o r i g i n ,  
d i s a b i l i t y ,  m a r i t a l  s t a t u s ,  s t a t u s  w i t h  r e g a r d  t o  p u b l i c  a s s i s t a n c e ,  s e x u a l  o r i e n t a t i o n ,  o r  
m e m b e r s h i p  o r  a c t i v i t y  i n  a  l o c a l  c o m m i s s i o n  a s  d e f i n e d  b y  l a w .  
H a r a s s m e n t  o f  a n  i n d i v i d u a l  o r  g r o u p  o n  t h e  b a s i s  o f  r a c e ,  s e x ,  c o l o r ,  c r e e d ,  r e l i g i o n ,  a g e ,  
n a t i o n a l  o r i g i n ,  d i s a b i l i t y ,  m a r i t a l  s t a t u s ,  s t a t u s  w i t h  r e g a r d  t o  p u b l i c  a s s i s t a n c e ,  s e x u a l  
o r i e n t a t i o n ,  o r  m e m b e r s h i p  o r  a c t i v i t y  i n  a  l o c a l  c o m m i s s i o n  h a s  n o  p l a c e  i n  a  l e a r n i n g  o r  w o r k  
e n v i r o n m e n t  a n d  i s  p r o h i b i t e d .  S e x u a l  v i o l e n c e  h a s  n o  p l a c e  i n  a  l e a r n i n g  o r  w o r k  e n v i r o m n e n t .  
F u r t h e r ,  t h e  M i n n e s o t a  S t a t e  C o l l e g e s  a n d  U n i v e r s i t i e s  s h a l l  w o r k  t o  e l i m i n a t e  v i o l e n c e  i n  a l l  
f o r m s .  P h y s i c a l  c o n t a c t  b y  d e s i g n a t e d  s y s t e m ,  c o l l e g e ,  a n d  u n i v e r s i t y  s t a f f  m e m b e r s  m a y  b e  
a p p r o p r i a t e  i f  n e c e s s a r y  t o  a v o i d  p h y s i c a l  h a r m  t o  p e r s o n s  o r  p r o p e r t y .  
T h i s  p o l i c y  i s  d i r e c t e d  a t  v e r b a l  a n d  p h y s i c a l  c o n d u c t  t h a t  c o n s t i t u t e s  d i s c r i m i n a t i o n / h a r a s s m e n t  
u n d e r  s t a t e  a n d  f e d e r a l  l a w  a n d  i s  n o t  d i r e c t e d  a t  t h e  c o n t e n t  o f  s p e e c h .  I n  c a s e s  i n  w h i c h  v e r b a l  
s t a t e m e n t s  a n d  o t h e r  f o r m s  o f  e x p r e s s i o n  a r e  i n v o l v e d ,  M n S C U  w i l l  g i v e  d u e  c o n s i d e r a t i o n  t o  a n  
i n d i v i d u a l ' s  c o n s t i t u t i o n a l l y  p r o t e c t e d  r i g h t  t o  f r e e  s p e e c h  a n d  a c a d e m i c  f r e e d o m .  T h e  s y s t e m  
o f f i c e ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s  s h a l l  d e v e l o p  a n d  i m p l e m e n t  a  c o m p l a i n t  p r o c e s s  t o  r e v i e w  
c o m p l a i n t s  o f  d i s c r i m i n a t i o n / h a r a s s m e n t  o r  s e x u a l  v i o l e n c e .  T h i s  p o l i c y  s u p e r s e d e s  a l l  e x i s t i n g  
s y s t e m ,  c o l l e g e ,  a n d  u n i v e r s i t y  n o n - d i s c r i m i n a t i o n  p o l i c i e s .  
R a c i a l  D i s c r i m i n a t i o n / H a r a s s m e n t  
P a r t  1 .  D e f i n i t i o n s  
S u b p a r t  A .  R a c i a l  d i s c r i m i n a t i o n  i s  p r o h i b i t e d  b y  s t a t e  a n d  f e d e r a l  l a w .  R a c i a l  d i s c r i m i n a t i o n  i s  
d e f i n e d  a s  c o n d u c t  t h a t  i s  d i r e c t e d  a t  a n  i n d i v i d u a l  b e c a u s e  o f  h i s / h e r  r a c e ,  c o l o r ,  o r  n a t i o n a l  
o r i g i n  o r  t h a t  o f  h i s / h e r  s p o u s e  a n d  t h a t  s u b j e c t s  t h e  i n d i v i d u a l  t o  d i f f e r e n t  t r e a t m e n t  b y  a g e n t s  o r  
e m p l o y e e s  s o  a s  t o  i n t e r f e r e  w i t h  o r  l i m i t  t h e  a b i l i t y  o f  t h e  i n d i v i d u a l  t o  p a r t i c i p a t e  i n ,  o r  b e n e f i t  
f r o m ,  t h e  s e r v i c e s ,  a c t i v i t i e s ,  o r  p r i v i l e g e s  p r o v i d e d  b y  t h e  s y s t e m  o r  c o l l e g e s  a n d  u n i v e r s i t i e s  o r  
o t h e r w i s e  a d v e r s e l y  a f f e c t s  t h e  i n d i v i d u a l ' s  e m p l o y m e n t  o r  e d u c a t i o n .  
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Subpart B. Racial harassment is a form of race discrimination which is prohibited by state and 
federal law. Racial harassment is defined as verbal or physical conduct that is directed at an 
individual because of his/her race, color, or national origin or that of his/her spouse and that is 
sufficiently severe, pervasive, or persistent so as to have the purpose or effect of creating a 
hostile work or educational environment. Racial harassment may occur in a variety of 
relationships, including faculty and student, supervisor and employee, student and student, staff 
and student, employee and employee, and other relationships with other persons having business 
at or visiting the educational environment. 
Sex Discrimination/Harassment and Violence 
Part 2. Definitions. 
Subpart A. Sex discrimination is prohibited by state and federal law. Sex discrimination is 
defmed as conduct that is directed at an individual because ofhislher gender or that of his/her 
spouse and that subjects the individual to different treatment so as to interfere with or limit the 
ability of the individual to participate in, or benefit from, the services, activities, or privileges 
provided by the system or colleges and universities or otherwise adversely affects the 
individual's employment or education. 
Subpart B. Sexual harassment is a form of sex discrimination which is prohibited by state and 
federal law. Sexual harassment is defined as unwelcome sexual advances, requests for sexual 
favors, sexually motivated physical conduct, and other verbal or physical conduct of a sexual 
nature when: 
1. Submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual's employment or education, evaluation of a student's academic performance, or 
term or condition of participation in student activities or in other events sanctioned by the 
college or university, or 
2. Submission to or rejection of such conduct by an individual is used as the basis for 
employment or academic decisions or other decisions about participation in student activities 
or other events or activities sanctioned by the college or university, or 
3. Such conduct has the purpose or effect of threatening an individual's employment; interfering 
with an individual's work or academic performance; or creating an intimidating, hostile, or 
offensive work or educational environment. 
Sexual harassment may occur in a variety of relationships, including facu1ty and student, 
supervisor and employee, student to student, employee to employee, and other persons having 
business with or visiting the educational environment. Sexual harassment may occur when it is 
directed at members of the opposite gender or when it is directed at members of the same gender. 
It includes, but is not limited to: 
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u n w e l c o m e  p r e s s u r e  f o r  s e x u a l  a c t i v i t y ;  
u n w e l c o m e ,  s e x u a l l y  m o t i v a t e d  o r  i n a p p r o p r i a t e  p a t t i n g ,  p i n c h i n g ,  o r  p h y s i c a l  c o n t a c t ;  
p h y s i c a l  c o n t a c t  m a y  b e  a p p r o p r i a t e ,  i f  n e c e s s a r y ,  t o  r e s t r a i n  i n d i v i d u a l s  t o  a v o i d  p h y s i c a l  
h a r m  t o  p e r s o n s  o r  p r o p e r t y ;  
d e m a n d s  f o r  s e x u a l  f a v o r s  o r  p r o m i s e s  o f  p r e f e r e n t i a l  t r e a t m e n t  w i t h  r e g a r d  t o  a n  
i n d i v i d u a l ' s  e m p l o y m e n t  o r  e d u c a t i o n a l  s t a t u s ,  o r  
u n w e l c o m e  b e h a v i o r  o r  w o r d s  o f  a  s e x u a l  n a t u r e  d i r e c t e d  a t  a n  i n d i v i d u a l  b e c a u s e  o f  
g e n d e r .  
S u b p a r t  C .  S e x u a l  V i o l e n c e :  A c t s  o f  s e x u a l  v i o l e n c e  a r e  c r i m i n a l  b e h a v i o r s  a n d  c r e a t e  a n  
e n v i r o n m e n t  c o n t r a r y  t o  t h e  g o a l s  a n d  m i s s i o n s  o f  t h e  s y s t e m  a n d  c o l l e g e s  a n d  u n i v e r s i t i e s .  A c t s  
o f  s e x u a l  v i o l e n c e  i n c l u d e :  
1 .  F o r c i b l e  a c t s ,  w h i c h  i n c l u d e  n o n - c o n s e n s u a l  s e x u a l  c o n t a c t ,  a n d / o r  s e x u a l  c o n t a c t  i n  w h i c h  
t h e  v i c t i m  i s  i n c a p a b l e  o f  g i v i n g  c o n s e n t  ( s u c h  a s  w h e n  t h e  c o m p l a i n a n t  i s  u n d e r  t h e  
i n f l u e n c e  o f  a l c o h o l  o r  d r u g s ) ;  
2 .  N o n f o r c i b l e  s e x  a c t s  s u c h  a s  i n c e s t  a n d  s t a t u t o r y  r a p e ;  a n d  
3 .  T h e  t h r e a t  o f  a n  a c t  o f  s e x u a l  v i o l e n c e .  S e x u a l  v i o l e n c e  m a y  i n c l u d e ,  b u t  i s  n o t  l i m i t e d  t o :  
t o u c h i n g ,  p a t t i n g ,  g r a b b i n g ,  o r  p i n c h i n g  a n o t h e r  p e r s o n ' s  i n t i m a t e  p a r t s ,  w h e t h e r  
t h a t  p e r s o n  i s  o f  t h e  s a m e  s e x  o r  t h e  o p p o s i t e  s e x ;  
c o e r c i n g ,  f o r c i n g ,  o r  a t t e m p t i n g  t o  c o e r c e  o r  f o r c e  t h e  t o u c h i n g  o f  a n y o n e ' s  
i n t i m a t e  p a r t s ;  
c o e r c i n g ,  f o r c i n g ,  o r  a t t e m p t i n g  t o  c o e r c e  o r  f o r c e  s e x u a l  i n t e r c o u r s e  o r  a  s e x u a l  
a c t  o n  a n o t h e r ;  o r  
t h r e a t e n i n g  t o  f o r c e  o r  c o e r c e  s e x u a l  a c t s ,  i n c l u d i n g  t h e  t o u c h i n g  o f  i n t i m a t e  p a r t s  
o r  i n t e r c o u r s e ,  o n  a n o t h e r .  
S u b p a r t  D .  S e x u a l  h a r a s s m e n t  a n d  v i o l e n c e  a s  s e x u a l  a b u s e .  U n d e r  c e r t a i n  c i r c u m s t a n c e s ,  
s e x u a l  h a r a s s m e n t  o r  v i o l e n c e  m a y  c o n s t i t u t e  s e x u a l  a b u s e  a c c o r d i n g  t o  M i n n e s o t a  l a w .  I n  s u c h  
s i t u a t i o n s ,  t h e  s y s t e m  o f f i c e  a n d  c o l l e g e s  a n d  u n i v e r s i t i e s  s h a l l  c o m p l y  w i t h  t h e  r e p o r t i n g  
r e q u i r e m e n t s  i n  M . S .  S e c t i o n  6 2 6 . 5 5 6  ( r e p o r t i n g  o f  m a l t r e a t m e n t  o f  m i n o r s )  a n d  M . S .  S e c t i o n  
6 2 6 . 5 5 7  ( V u l n e r a b l e  A d u l t  P r o t e c t i o n  A c t ) .  N o t h i n g  i n  t h i s  p o l i c y  w i l l  p r o h i b i t  t h e  s y s t e m  o f f i c e  
o r  a n y  c o l l e g e  o r  u n i v e r s i t y  f r o m  t a k i n g  i m m e d i a t e  a c t i o n  t o  p r o t e c t  v i c t i m s  o f  a l l e g e d  s e x u a l  
a b u s e .  
S u b p a r t  E .  N o n - c o n s e n s u a l  R e l a t i o n s h i p s .  S u b s t a n t i a l  r i s k s  a r e  i n v o l v e d  e v e n  i n  s e e m i n g l y  
c o n s e n s u a l  r o m a n t i c / s e x u a l  r e l a t i o n s h i p s  w h e r e  a  p o w e r  d i f f e r e n t i a l  e x i s t s  b e t w e e n  t h e  i n v o l v e d  
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s o  a s  t o  i n t e r f e r e  w i t h  o r  l i m i t  t h e  a b i l i t y  o f  t h e  i n d i v i d u a l  t o  p a r t i c i p a t e  i n ,  o r  b e n e f i t  f r o m ,  
t h e  s e r v i c e s ,  a c t i v i t i e s ,  o r  p r i v i l e g e s  p r o v i d e d  b y  t h e  s y s t e m  o r  c o l l e g e s  a n d  u n i v e r s i t i e s  o r  
o t h e r w i s e  a d v e r s e l y  a f f e c t s  t h e  i n d i v i d u a l ' s  e m p l o y m e n t  o r  e d u c a t i o n .  
S u b p a r t  B .  D i s a b i l i t y  h a r a s s m e n t  i s  a  f o r m  d i s c r i m i n a t i o n  w h i c h  i s  p r o h i b i t e d  b y  s t a t e  a n d  
f e d e r a l  l a w .  D i s a b i l i t y  h a r a s s m e n t  i s  d e f i n e d  a s  v e r b a l  o r  p h y s i c a l  c o n d u c t  t h a t  i s  d i r e c t e d  
a t  a n  i n d i v i d u a l  b e c a u s e  o f  h i s / h e r  m e n t a l / p h y s i c a l  d i s a b i l i t y  o r  t h a t  o f  h i s / h e r  s p o u s e  a n d  
t h a t  i s  s u f f i c i e n t l y  s e v e r e ,  p e r v a s i v e ,  o r  p e r s i s t e n t  s o  a s  t o  h a v e  t h e  p u r p o s e  o r  e f f e c t  o f  
c r e a t i n g  a  h o s t i l e  w o r k  o r  e d u c a t i o n a l  e n v i r o n m e n t .  D i s a b i l i t y  h a r a s s m e n t  m a y  o c c u r  i n  a  
v a r i e t y  o f  r e l a t i o n s h i p s ,  i n c l u d i n g  f a c u l t y  a n d  s t u d e n t ,  s u p e r v i s o r  a n d  e m p l o y e e ,  s t u d e n t  
a n d  s t u d e n t ,  s t a f f  a n d  s t u d e n t ,  e m p l o y e e  a n d  e m p l o y e e ,  a n d  o t h e r  r e l a t i o n s h i p s  w i t h  o t h e r  
p e r s o n s  h a v i n g  b u s i n e s s  a t  o r  v i s i t i n g  t h e  e d u c a t i o n a l  e n v i r o n m e n t .  
[ M n S C U  B o a r d  1 2 / 2 0 / 9 5 ]  
D I S C R I M I N A T I O N / H A R A S S M E N T  C O M P L A I N T  P R O C E D U R E S  
( M n S C U  S y s t e m  P r o c e d u r e  l B . l . l )  
P a r t  1 .  P u r p o s e  
T o  f u r t h e r  i m p l e m e n t  M i n n e s o t a  S t a t e  C o l l e g e s  a n d  U n i v e r s i t i e s  p o l i c i e s  r e l a t i n g  t o  n o n -
d i s c r i m i n a t i o n  b y  p r o v i d i n g  a  p r o c e s s  t h r o u g h  w h i c h  i n d i v i d u a l s  a l l e g i n g  v i o l a t i o n  o f  s y s t e m  
n o n - d i s c r i m i n a t i o n  p o l i c i e s  m a y  p u r s u e  a  c o m p l a i n t .  T h i s  i n c l u d e s  a l l e g a t i o n s  o f  r a c e  
d i s c r i m i n a t i o n / h a r a s s m e n t ,  s e x u a l  d i s c r i m i n a t i o n / s e x u a l  h a r a s s m e n t ,  s e x u a l  v i o l e n c e ,  
d i s c r i m i n a t i o n / h a r a s s m e n t  b a s e d  o n  a g e ,  c o l o r ,  c r e e d ,  n a t i o n a l  o r i g i n ,  r e l i g i o n ,  s e x u a l  o r i e n t a t i o n ,  
m a r i t a l  s t a t u s ,  s t a t u s  w i t h  r e g a r d  t o  p u b l i c  a s s i s t a n c e  o r  m e m b e r s h i p  i n  a  l o c a l  c o m m i s s i o n .  
P a r t  2 .  D e f i n i t i o n s .  
S u b p a r t  A .  D e s i g n a t e d  o f f i c e r .  A  d e s i g n a t e d  o f f i c e r  i s  a n  i n d i v i d u a l  d e s i g n a t e d  b y  t h e  
p r e s i d e n t  o f  a n  i n s t i t u t i o n  t o  b e  p r i m a r i l y  r e s p o n s i b l e  f o r  i n v e s t i g a t i n g  r e p o r t s  a n d  
c o m p l a i n t s  o f  d i s c r i m i n a t i o n / h a r a s s m e n t  a n d  s e x u a l  v i o l e n c e  i n  a c c o r d a n c e  w i t h  t h i s  
p r o c e d u r e .  D e s i g n a t e d  o f f i c e r s  m u s t  b e  i d e n t i f i e d  b y  n a m e ,  p h o n e  n u m b e r  a n d  l o c a t i o n  
a n d  m a y  i n c l u d e  i n d i v i d u a l s  i n  t h e  a f f i r m a t i v e  a c t i o n  o r  e q u i t y  o f f i c e ,  t h e  c a m p u s  s e c u r i t y  
o f f i c e ,  t h e  s t u d e n t  a f f a i r s / s t u d e n t  l i f e  o f f i c e ,  a c a d e m i c  o r  a d m i n i s t r a t i v e  o f f i c e s  o f  t h e  
s y s t e m ,  c o l l e g e ,  o r  u n i v e r s i t y .  T h e  p r e s i d e n t  m a y  d e s i g n a t e  o t h e r  i n d i v i d u a l s  t o  a s s u m e  
t h e  r o l e  o f  t h e  d e s i g n a t e d  o f f i c e r  a s  d e e m e d  n e c e s s a r y .  
S u b p a r t  B .  D e c i s i o n - m a k i n g  a u t h o r i t y .  A  d e c i s i o n - m a k i n g  a u t h o r i t y  i s  a n  i n d i v i d u a l  
d e s i g n a t e d  b y  t h e  p r e s i d e n t  o f  a n  i n s t i t u t i o n  t o  r e v i e w  i n v e s t i g a t i v e  r e p o r t s ,  t o  m a k e  
f i n d i n g s  w h e t h e r  t h e  d i s c r i m i n a t i o n / h a r a s s m e n t  a n d  s e x u a l  v i o l e n c e  p o l i c i e s  h a v e  b e e n  
v i o l a t e d  b a s e d  u p o n  t h e  i n v e s t i g a t i o n ,  a n d  t o  d e t e r m i n e  t h e  a p p r o p r i a t e  a c t i o n  f o r  t h e  
i n s t i t u t i o n  t o  t a k e  b a s e d  u p o n  t h e  f i n d i n g s .  T h e  d e c i s i o n - m a k i n g  a u t h o r i t y  d e s i g n a t e d  b y  
t h e  p r e s i d e n t  s h a l l  b e  a  u n i v e r s i t y / c o l l e g e  v i c e  p r e s i d e n t  o r  c o l l e g e  d e a n  w h o  r e p o r t s  
d i r e c t l y  t o  t h e  p r e s i d e n t .  T h e  p r e s i d e n t  m a y  d e s i g n a t e  o t h e r  i n d i v i d u a l s  t o  a s s u m e  t h e  r o l e  
o f  t h e  d e c i s i o n - m a k i n g  a u t h o r i t y  a s  d e e m e d  n e c e s s a r y .  
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Subpart C. Academic Freedom. The system, colleges, and universities shall maintain 
and encourage full freedom, within the law, of inquiry, teaching, and research. Academic 
freedom comes with a responsibility that all members of our education community benefit 
from it without intimidation, exploitation, or coercion. In recognition and support of 
academic freedom for faculty, students, staff members, and other members of the system, 
college and university community, academic freedom shall be considered in investigating 
and reviewing complaints of discrimination or harassment. However, raising issues of 
academic freedom will not excuse discriminatory/harassing behaviors that constitute a 
violation of the Board's non-discrimination policy. 
Part 3. Reports and Complaints. 
All complaints and reports of discrimination/harassment or sexual violence will be promptly 
investigated and appropriate action will be taken as expeditiously as possible. Complaints and 
reports of discrimination/harassment or sexual violence should be reported as soon as possible 
after the incident(s) in order to be most effectively investigated. The system office, colleges, and 
universities will make reasonable efforts to protect the rights of both the complainant and 
respondent. The system office, colleges, and universities will respect the privacy of the 
complainant, the individual(s) against whom the complaint is filed (respondent), and the 
witnesses in a manner consistent with the system's and college or university's legal obligations 
to investigate, to take appropriate action, and to conform with any discovery or disclosure 
obligations. 
Subpart A. Discrimination/harassment. The system office, colleges, and universities 
encourage any person who feels he or she has been or is being subjected to 
discrimination/harassment to report the incident to the designated office. Any student, 
faculty member or employee who knows of, receives information about or receives a 
complaint of discrimination/harassment is urged to report the information or complaint to 
the system office, college, or university designated office. Administrators and supervisors 
must report incidents of discrimination/harassment to the designated office in a timely 
manner. 
Subpart B. Sexual Violence. The system office, colleges, and universities encourage any 
person who has questions about or feels he or she has experienced sexual violence to, 
individually or through another person, see the designated officer or one of these contact 
people for assistance: 
Designated Officer 
Barbara Seiler, Affirmative Action Officer 
Owens214B 
236-2999 (Voice) 
Other Resource Persons 
In addition to the designated officer, the following people are available to 
listen, answer your questions, and discuss your options. 
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K a t h y  S c o t t ,  A s s o c i a t e  D i r e c t o r  o f  S t u d e n t  D e v e l o p m e n t  
C o m s t o c k  M e m o r i a l  U n i o n  2 2 2  
2 3 6 - 2 1 7 4  ( V o i c e )  
M i k e  P e h l e r ,  D i r e c t o r  o f  C a m p u s  S e c u r i t y  
B a l l a r d  H a l l  1 6 6  
2 9 9 - 5 8 6 9  ( V o i c e )  2 3 8 - 9 5 2 5  ( C e l l )  
J e a n  H o l l a r ,  C l e r k  
C o m s t o c k  M e m o r i a l  U n i o n  1 1 5 E  
2 3 6 - 2 5 7 7  ( V o i c e )  
B e v e r l y  W e s l e y ,  P r o f e s s o r  
M u r r a y  C o m m o n s  2 2 3  E  
2 3 6 - 2 2 2 4  ( V o i c e )  
F o r  T D D  C o m m u n i c a t i o n ,  c o n t a c t  t h e  M i n n e s o t a  R e l a y  S e r v i c e  a t  1 - 8 0 0 - 6 2 7 - 3 5 2 9 .  
T h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s  e n c o u r a g e  t h e  r e p o r t i n g  o f  a n y  a n d  a l l  
i n c i d e n t s  o f  s e x u a l  v i o l e n c e  t o  a  l a w  e n f o r c e m e n t  a g e n c y ;  a n d  s y s t e m  c o l l e g e s  a n d  
u n i v e r s i t i e s  w i l l  r e p o r t  i n c i d e n t s  o f  s e x u a l  v i o l e n c e / a s s a u l t  a s  r e q u i r e d  b y  l a w .  A  v e r b a l  o r  
w r i t t e n  c o m p l a i n t  o f  s e x u a l  v i o l e n c e  m a y  b e  m a d e  d i r e c t l y  t o  t h e  d e s i g n a t e d  o f f i c e r  o r  t o  
o n e  o f  t h e  c o n t a c t  p e o p l e  n a m e d  a b o v e .  A n y  s t u d e n t  o r  e m p l o y e e  w h o  r e c e i v e s  
i n f o r m a t i o n  a b o u t  o r  a  c o m p l a i n t  o f  s e x u a l  v i o l e n c e  i s  u r g e d  t o  n o t i f y  t h e  d e s i g n a t e d  
o f f i c e r  w i t h i n  t w o  w o r k i n g  d a y s .  I f  t h e  c o m p l a i n t  i s  a g a i n s t  t h e  d e s i g n a t e d  o f f i c e r ,  t h e  
v e r b a l  o r  w r i t t e n  c o m p l a i n t  m a y  b e  m a d e  d i r e c t l y  t o  t h e  p r e s i d e n t  o r  t o  t h e  p r e s i d e n t ' s  
d e s i g n e e ,  w h o  w i l l  f o l l o w  t h e  p r o c e d u r e s  c o n t a i n e d  i n  t h i s  p o l i c y .  I f  t h e  c o m p l a i n t  i s  
a g a i n s t  t h e  p r e s i d e n t ,  t h e  v e r b a l  o r  w r i t t e n  c o m p l a i n t  m a y  b e  m a d e  t o  t h e  c h a n c e l l o r  w h o  
w i l l  f o l l o w  t h e  p r o c e d u r e s  c o n t a i n e d  i n  t h i s  p o l i c y .  
P a r t  4 .  E x c l u s i v e  R e p r e s e n t a t i v e  I n v o l v e m e n t .  
E m p l o y e e s  c o v e r e d  b y  a  c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t  h a v e  t h e  r i g h t  t o  r e q u e s t  u n i o n  
r e p r e s e n t a t i o n  t h r o u g h o u t  t h e  p r o c e d u r e s  o u t l i n e d  b e l o w .  T h e  D e s i g n a t e d  O f f i c e r  m u s t  i n f o r m  
c o v e r e d  e m p l o y e e s  o f  t h i s  r i g h t .  T h e  e m p l o y e r  r e c o g n i z e s  t h e  o b l i g a t i o n  o f  t h e  u n i o n  t o ,  a t  t h e  
r e q u e s t  o f  t h e  m e m b e r ,  r e p r e s e n t  t h o s e  b a r g a i n i n g  u n i t  m e m b e r s  b r i n g i n g  c l a i m s  o f  
d i s c r i m i n a t i o n  o r  d e f e n d i n g  a g a i n s t  a l l e g a t i o n s  o f  d i s c r i m i n a t i o n .  
N o t h i n g  i n  t h i s  p r o c e d u r e  i s  i n t e n d e d  t o  e x p a n d ,  d i m i n i s h ,  o r  a l t e r  i n  a n y  m a n n e r  w h a t s o e v e r  a n y  
r i g h t  o r  r e m e d y  a v a i l a b l e  u n d e r  t h e  c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t .  I n  t h i s  r e g a r d ,  i f  r e s o l u t i o n  
o f  a  c o m p l a i n t  i s  n o t  r e a c h e d ,  t h e  i s s u e  o f  w h e t h e r  j u s t  c a u s e  e x i s t s  f o r  d i s c i p l i n a r y  a c t i o n  i s  
s u b j e c t  t o  a  g r i e v a n c e  u n d e r  t h e  c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t  t h r o u g h  a r b i t r a t i o n .  T h e  
d e c i s i o n  o f  t h e  a r b i t r a t o r ,  o n  j u s t  c a u s e ,  s h a l l  b e  b a s e d  u p o n  e v i d e n c e  p r e s e n t e d  d u r i n g  
a r b i t r a t i o n .  I f  a n  e m p l o y e e  i s  d i s c i p l i n e d  u n d e r  t h i s  c o m p l a i n t  p r o c e d u r e  a n d  t h e r e  i s  a  
s u b s e q u e n t  a r b i t r a t i o n ,  u n d e r  a  c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t ,  t h e  a r b i t r a t o r  s h a l l  c o n s i d e r  
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evidence offered and accepted on its own strength. The arbitration is not an appeal from the 
decision in the complaint procedure, but is a new proceeding in which the parties are free to offer 
evidence and objections on traditional evidentiary grounds. 
Part 5. System Office. 
Complaints of discrimination/harassment and sexual violence arising within the system office 
shall be governed by this complaint process. For complaints which involve allegations against 
system office employees, the responsibilities identified in this process as those of the president 
are the responsibilities of the chancellor. Complaints against a president of a MnSCU college or 
university shall be filed with the MnSCU System Office. Complaints against college/university 
vice presidents/deans who report directly to the president are filed at the campus level with the 
president as decision-maker with right of appeal for review to the system office. For complaints 
which involve allegations against the Chancellor or a member of the Board of Trustees, 
complaints will be processed according to Board of Trustee's policy. 
Part 6. Investigation and Resolution. 
The system complaint process is the procedure to be used to end inappropriate behavior; 
investigate for the purpose of fact finding; and facilitate resolution in complaints involving 
allegations of discrimination/harassment or sexual assault. However, as part of the complaint 
process, the system office, colleges, and universities, in consultation with the MnSCU Office of 
Equal Opportunity and Diversity, may use alternative dispute resolution/mediation services as a 
method of resolving discrimination/harassment complaints as deemed necessary. 
Subpart A. Discrimination/harassment. Complainants of discrimination/harassment 
will be informed by the appropriate system office, college, or university authorities that the 
investigation and resolution of a complaint under this policy do not replace the right to 
pursue other options. 
1. Informal Process. The procedures for informal resolution are optional. The designated 
officer shall determine whether and/or how to proceed. The goal of informal resolution is 
to stop inappropriate behavior, investigate, and/or facilitate resolutions, if possible. 
a. Personal resolution. Individuals may choose to bypass personal resolution and request 
institutional informal resolution and/or formal resolution. If the complainant is able and/or 
feels safe, he or she should clearly explain to the alleged offender that the behavior is 
objectionable and state that it stop. The complainant should do so as soon as possible after 
the incident. For assistance, use system office, college, or university personnel (counselor, 
designated office, or other). Communication with the alleged offender may be in person, 
on the telephone, or in writing. If the behavior does not stop or if the complainant believes 
some employment or education consequences may result from the discussion, he or she 
should go to a higher level of supervision, such as the complainant's supervisor or the 
designated officer to document the complaint. The supervisor should report the complaint 
to the designated officer. 
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b .  I n f o r m a l  i n s t i t u t i o n a l  r e s o l u t i o n .  A n  a l l e g a t i o n  o f  d i s c r i m i n a t i o n / h a r a s s m e n t  m a y  b e  
p u r s u e d  t h r o u g h  t h e  i n s t i t u t i o n ' s  i n f o r m a l  p r o c e d u r e .  T h e  d e s i g n a t e d  o f f i c e r  m u s t  b e  
c o n t a c t e d  i n  o r d e r  t o  i n i t i a t e  a  c o m p l a i n t .  T h e  c o m p l a i n t  s h o u l d  b e  b r o u g h t  a s  s o o n  a s  
p o s s i b l e  a f t e r  t h e  m o s t  r e c e n t  i n c i d e n t .  T h e  d e s i g n a t e d  o f f i c e r  w i l l :  
•  d e t e r m i n e  w h e t h e r  t h e  c o m p l a i n t  i s  o n e  w h i c h  s h o u l d  b e  p r o c e s s e d  t h r o u g h  a n o t h e r  
c o l l e g e  o r  u n i v e r s i t y  d i s p u t e  r e s o l u t i o n  p r o c e d u r e  a v a i l a b l e  t o  t h e  c o m p l a i n a n t ;  i f  
a p p r o p r i a t e ,  t h e  d e s i g n a t e d  o f f i c e r  s h a l l  d i r e c t  t h e  c o m p l a i n a n t  t o  t h a t  p r o c e d u r e ( s )  a s  
s o o n  a s  p o s s i b l e ;  
•  d e t e r m i n e  w h o  w i l l  c o n d u c t  t h e  i n v e s t i g a t i o n ;  
•  i n f o r m  t h e  i n d i v i d u a l  o f  t h e  p r o v i s i o n s  o f b o t h  t h e  i n f o r m a l  a n d  f o r m a l  
d i s c r i m i n a t i o n / h a r a s s m e n t  c o m p l a i n t  p r o c e d u r e s  a n d  p r o v i d e  a  c o p y  o f  t h e  c o m p l a i n t  
p r o c e d u r e ;  
•  w h e n  d e e m e d  a p p r o p r i a t e ,  i n f o r m  t h e  p e r s o n  a g a i n s t  w h o m  t h e  c o m p l a i n t  i s  b r o u g h t  o f  
i t s  e x i s t e n c e ;  
•  m a i n t a i n  a p p r o p r i a t e  d o c u m e n t a t i o n ;  
•  d i s c l o s e  a p p r o p r i a t e  i n f o r m a t i o n  t o  o t h e r s  o n l y  o n  a  n e e d  t o  k n o w  b a s i s  c o n s i s t e n t  w i t h  
s t a t e  a n d  f e d e r a l  l a w .  A n  i n f o r m a l  c o m p l a i n t  m a y  b e  i n v e s t i g a t e d  w i t h o u t  i d e n t i f y i n g  
t h e  c o m p l a i n a n t ,  i f  i n  t h e  j u d g m e n t  o f  t h e  d e s i g n a t e d  o f f i c e r ,  t h i s  w o u l d  i n c r e a s e  t h e  
l i k e l i h o o d  o f  s a t i s f a c t o r y  r e s o l u t i o n  o f  t h e  c o m p l a i n t .  C o n f i d e n t i a l i t y  c a n n o t  b e  
g u a r a n t e e d ;  h o w e v e r ,  c a r e  w i l l  b e  t a k e n  t o  k e e p  i n v e s t i g a t i o n  d i s c u s s i o n s  s u f f i c i e n t l y  
b r o a d  t o  p r o t e c t  t h e  c o m p l a i n a n t s '  i d e n t i t i e s  w h e n  r e q u e s t e d .  I f  a  c o m p l a i n a n t  n o  
l o n g e r  d e s i r e s  t o  p u r s u e  a  c o m p l a i n t ,  t h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s  
r e s e r v e  t h e  r i g h t  t o  i n v e s t i g a t e  a n d  r e s o l v e  t h e  c o m p l a i n t .  I n  s u c h  c a s e s ,  t h e  
r e s p o n d e n t  s h a l l  b e  i n f o r m e d  o f  t h e  s t a t u s  o f  t h e  i n v e s t i g a t i o n  a t  r e a s o n a b l e  t i m e s  u p  
u n t i l  t h e  c o l l e g e / u n i v e r s i t y ' s  f i n a l  d i s p o s i t i o n  o f  t h e  c o m p l a i n t  a s  w e l l  a s  e n s u r i n g  t h a t  
t h e  r e s p o n d e n t  i s  a b l e  t o  r e s p o n d  t o  t h e  s u b s t a n c e  o f  t h e  c o m p l a i n t  d u r i n g  m e e t i n g s  
c o n v e n e d  b y  t h e  d e c i s i o n - m a k i n g  a u t h o r i t y  t o  c o n s i d e r  d i s c i p l i n e  b a s e d  o n  t h e  
s u b s t a n c e  o f  t h e  i n v e s t i g a t i o n  r e p o r t .  
I f  t h e  d e s i g n a t e d  o f f i c e r  f m d s  t h e r e  i s  e v i d e n c e  t h a t  t h e  c o m p l a i n e d  o f  b e h a v i o r  o c c u r r e d ,  
t h e  d e s i g n a t e d  o f f i c e r  m a y  u s e  o n e  o r  m o r e . o f t h e  f o l l o w i n g  m e t h o d s  ( w h i c h  m a y  a l s o  b e  
p a r t  o f  t h e  f o r m a l  p r o c e s s )  t o  s t o p  t h e  b e h a v i o r :  
•  d i s c u s s i o n  w i t h  t h e  a l l e g e d  o f f e n d e r ,  i n f o r m i n g  h i m  o r  h e r  o f  t h e  p o l i c y  a n d  i n d i c a t i n g  
t h a t  t h e  b e h a v i o r  m u s t  s t o p ;  
•  s u g g e s t i n g  c o u n s e l i n g  a n d / o r  s e n s i t i v i t y  t r a i n i n g ;  
•  c o n d u c t i n g  t r a i n i n g  f o r  t h e  u n i t ,  c o l l e g e ,  o r  d e p a r t m e n t ,  c a l l i n g  a t t e n t i o n  t o  t h e  
c o n s e q u e n c e s  o f  e n g a g i n g  i n  s u c h  b e h a v i o r ;  
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• requesting a letter of apology to the complainant; 
• separating the parties, etc. 
• composing a letter of agreement confirming that respondent has been informed of the 
policy, identifying and accepting the designated officer's resolution of the complaint, 
and stating that retaliation is prohibited; 
If the informal procedures do not resolve the complaint within a reasonable period of time 
to the satisfaction of the designated officer, or the designated officer feels additional steps 
should be taken, the designated officer should commence the formal procedures unless 
reasonable delays are deemed appropriate by the designated officer. 
2. Formal institutional process. If a complaint is not resolved through the informal 
complaint procedures or if the designated officer determines that the complaint should be 
pursued through formal complaint procedures, the formal procedures must be used. The 
designated officer will: 
• prepare a formal complaint in writing on the complaint form available from the system 
office, college, or university authorities. The complaint must include a detailed 
description of the facts upon which the charge is based, a list of possible witnesses as 
deemed appropriate by the designated office, and the resolution sought. 
• notify the respondent in writing of the nature of the allegations and send a copy of the 
nondiscrimination policy and process. The respondent may provide a written response 
to the allegations. 
• conduct an investigation of the complaint, including appropriate interviews and 
meetings. The designated officer will inform the complainant and respondent whether 
other individuals may accompany them during interviews and meetings and the 
permitted extent of their involvement. 
• prepare a report to the decision-making authority. If the respondent is the decision-
making authority, the designated officer will prepare a report to the president or the 
president's designee. The report may be provided to the complainant or respondent as 
deemed appropriate in keeping with state and federal law. 
After receiving the report of the designated office, the decision-making authority may, at 
his/her discretion, meet with a party; request additional information which may include 
written arguments from the complainant/respondent and his/her representative relating to 
the allegations of the complaint; or, take other measures deemed necessary to reach a 
decision. If a meeting involving a bargaining unit member is convened, the complainant or 
respondent may be accompanied by their bargaining unit representative, an attorney or 
other support person. The decision-making authority will report in writing to the parties 
and the designated officer his or her findings as to whether or not the system 
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n o n d i s c r i m i n a t i o n  p o l i c y  h a s  b e e n  v i o l a t e d .  T h e  d e c i s i o n - m a k i n g  a u t h o r i t y  w i l l  t a k e  i n t o  
a c c o u n t ,  t h e  s u r r o u n d i n g  c i r c u m s t a n c e s ;  t h e  n a t u r e  o f  t h e  b e h a v i o r s ;  t h e  r e l a t i o n s h i p ( s )  
b e t w e e n  t h e  p a r t i e s ;  t h e  c o n t e x t  i n  w h i c h  t h e  a l l e g e d  i n c i d e n t ( s )  o c c u r r e d ;  a n d  o t h e r  
r e l e v a n t  f a c t s  u p o n  w h i c h  h e / s h e  r e l i e d  i n  r e a c h i n g  a  d e c i s i o n .  T h e  d e c i s i o n - m a k i n g  
a u t h o r i t y  w i l l  d e t e r m i n e  t h e  n a t u r e  a n d  s c o p e  o f  s a n c t i o n s  a n d  w h e n / h o w  t o  i m p l e m e n t  
s a n c t i o n s  i f  a  v i o l a t i o n  o f  p o l i c y  o c c u r s .  
3 .  I n v e s t i g a t i v e  D a t a .  D u r i n g  t h e  i n v e s t i g a t i o n ,  t h e  d e s i g n a t e d  o f f i c e r  w i l l  k e e p  p r i v a t e  t h e  
i n f o r m a t i o n  g a t h e r e d  d u r i n g  t h e  i n v e s t i g a t i o n  i n  k e e p i n g  w i t h  s t a t e  a n d  f e d e r a l  l a w .  T h e  
d e s i g n a t e d  o f f i c e r  o r  d e s i g n e e  s h a l l  e x e r c i s e  d u e  c a u t i o n  i n  s h a r i n g  i d e n t i f i a b l e  i n f o r m a t i o n  
a b o u t  s t u d e n t s  o r  s t a f f .  I f  p o s s i b l e ,  a n d  t o  a i d  i n  t h e  i n v e s t i g a t i o n ,  t h e  d e s i g n a t e d  o f f i c e r  
s h a l l  o b t a i n  i n f o r m e d  c o n s e n t  f r o m  t h e  c o m p l a i n a n t  a n d  w i t n e s s e s  t o  d i s c l o s e  i n f o r m a t i o n .  
H o w e v e r ,  t h e  i n v e s t i g a t i o n  m u s t  g o  f o r w a r d  e v e n  i n  t h e  a b s e n c e  o f  c o n s e n t .  
4 .  S u m m a r y  A c t i o n .  I n  c e r t a i n  c i r c u m s t a n c e s  i n v o l v i n g  a l l e g a t i o n s  a g a i n s t  s t u d e n t s ,  t h e  
p r e s i d e n t  o r  h e r / h i s  d e s i g n e e  m a y  i m p o s e  a  s u m m a r y  s u s p e n s i o n  p r i o r  t o  t h e  i n f o r m a l  o r  
f o r m a l  p r o c e e d i n g s  d e s c r i b e d  i n  t h e  p r e v i o u s  a r t i c l e s .  A  s u m m a r y  s u s p e n s i o n  m a y  b e  
i m p o s e d  o n l y  w h e n ,  i n  t h e  j u d g m e n t  o f  t h e  a d m i n i s t r a t o r ,  t h e  a c c u s e d  s t u d e n t ' s  p r e s e n c e  o n  
t h e  c o l l e g e  o r  u n i v e r s i t y  c a m p u s  w o u l d  c o n s t i t u t e  a  t h r e a t  t o  t h e  s a f e t y  a n d  w e l l - b e i n g  o f  
m e m b e r s  o f  t h e  c a m p u s  c o m m u n i t y .  B e f o r e  i m p l e m e n t i n g  t h e  s u m m a r y  s u s p e n s i o n ,  t h e  
a c c u s e d  s t u d e n t  s h a l l  b e  g i v e n  o r a l  o r  w r i t t e n  n o t i c e  o f  t h e  i n t e n t i o n  t o  i m p o s e  t h e  s u m m a r y  
s u s p e n s i o n  a n d  s h a l l  b e  g i v e n  a n  o p p o r t u n i t y  t o  p r e s e n t  o r a l  o r  w r i t t e n  a r g u m e n t s  a g a i n s t  
t h e  i m p o s i t i o n  o f  t h e  s u 5 p e n s i o n .  N o t i c e  o f  t h e  i n t e n t i o n  t o  i m p o s e  t h e  s u m m a r y  
s u s p e n s i o n  s h a l l  b e  p r o v i d e d  i n  w r i t i n g  t o  t h e  s t u d e n t .  A f t e r  t h e  s t u d e n t  h a s  b e e n  
s u m m a r i l y  s u s p e n d e d ,  ·t h e  f o r m a l  p r o c e s s  s h o u l d  b e  c o m p l e t e d  w i t h i n  t h e  s h o r t e s t  
r e a s o n a b l e  t i m e  p e r i o d ,  n o t  t o  e x c e e d  n i n e  ( 9 )  c l a s s  d a y s .  D u r i n g  t h e  s u m m a r y  s u s p e n s i o n ,  
t h e  s t u d e n t  m a y  n o t  e n t e r  t h e  c a m p u s  w i t h o u t  o b t a i n i n g  p r i o r  p e r m i s s i o n  f r o m  t h e  
a d m i n i s t r a t o r .  S u m m a r y  a c t i o n  m a y  b e  s i m i l a r l y  t a k e n  a g a i n s t  a n y  e m p l o y e e ;  a c t i o n  
a g a i n s t  e m p l o y e e s  w h o  a r e  m e m b e r s  o f  b a r g a i n i n g  u n i t s  m a y  b e  t a k e n  c o n s i s t e n t  w i t h  
c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t s .  
S u b p a r t  B .  S e x u a l  v i o l e n c e .  T h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s  w i l l  t a k e  a p p r o p r i a t e  
a c t i o n  t o  p r o t e c t  a  s t u d e n t  o r  e m p l o y e e  w h o  f i l e s  a  c o m p l a i n t  o f  s e x u a l  v i o l e n c e .  T h e  d e s i g n a t e d  
o f f i c e r  w i l l  i n f o r m  c o m p l a i n a n t s  o f  s e x u a l  v i o l e n c e  o f  t h e  f o l l o w i n g  r i g h t s  a n d  e n s u r e  t h a t  t h e  
f o l l o w i n g  r e s p o n s i b i l i t i e s  o f  t h e  s y s t e m  o f f i c e ,  c o l l e g e ,  o r  u n i v e r s i t y  a r e  m e t  w i t h i n  t h e  c o n f i n e s  
o f  l a w :  
1 .  T h e  c o m p l a i n a n t  h a s  t h e  r i g h t  t o  f i l e  c r i m i n a l  c h a r g e s  w i t h  l o c a l  l a w  e n f o r c e m e n t  
o f f i c i a l s .  
2 .  U p o n  r e q u e s t ,  t h e  c o m p l a i n a n t  w i l l  b e  p r o v i d e d  p r o m p t  a s s i s t a n c e  i n  n o t i f y i n g  t h e  
a p p r o p r i a t e  l a w  e n f o r c e m e n t  o f f i c i a l s  a n d  d i s c i p l i n a r y  a u t h o r i t i e s  o f  a n y  i n c i d e n t  o f  
s e x u a l  v i o l e n c e .  
3 .  A t  t h e  d i r e c t i o n  o f  l a w  e n f o r c e m e n t  a u t h o r i t i e s ,  p e r s o n ( s )  d e s i g n a t e d  b y  t h e  i n s t i t u t i o n  
w i l l  p r o v i d e  c o m p l e t e  a n d  p r o m p t  a s s i s t a n c e  i n  o b t a i n i n g ,  s e c u r i n g ,  a n d  m a i n t a i n i n g  
e v i d e n c e  i n  c o n n e c t i o n  w i t h  a n  i n c i d e n t  o f  s e x u a l  v i o l e n c e .  
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4. The complainant will be provided assistance in preserving materials relevant to a 
campus disciplinary proceeding. 
5. All sexual violence complaints will be investigated and resolved by the appropriate 
campus disciplinary authorities. 
6. The complainant and respondent may be accompanied by an attorney or other support 
person at any campus disciplinary proceeding concerning the sexual violence complaint 
and may participate in any meetings to the extent permitted by the decision-making 
authority. 
7. The complainant and respondent will be informed of the outcome of any campus 
disciplinary proceeding concerning the sexual violence complaint, consistent with laws 
relating to data practices. 
8. Upon request of the complainant and in cooperation with appropriate law enforcement 
authorities, the complainant will be provided assistance to be shielded from unwanted 
contact with the respondent, including, but not limited to transferring a student 
complainant to alternative classes or alternative institutionally owned housing, if 
alternative classes or housing are available and feasible; and transferring an employee 
to an alternative unit, college, or department, if such options are reasonably available. 
9. The complainant will be informed of his or her rights under the Crime Victims Bill of 
Rights, including the right to assistance from the Office of the Crime Victim 
Ombudsman and the Crime Victims Reparations Board and will be provided assistance 
in contacting these offices. 
10. The complainant will be notified of existing on and off campus counseling, mental 
health, or other services for victims of sex offenses. 
Investigation of sexual violence. The system office, colleges, and universities will investigate 
complaints of sexual violence. If a complainant reports sexual violence to law enforcement, the 
system office, college, or university will take the involvement of local law enforcement into 
account in determining the nature and scope of the investigation. The system office, college, or 
university will conduct an investigation according to the following: 
1. The designated officer is responsible for initiating an investigation promptly upon 
receiving a report or complaint alleging sexual violence. This investigation may be 
conducted by the designated officer, other system office, college or university 
authorities, or by a designated third party. 
2. The system office, college, or university may take immediate steps, at its discretion, to 
protect the complainant, other students and/or employees, pending completion of the 
investigation of alleged sexual violence. 
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3 .  T h e  i n v e s t i g a t i o n  m a y  c o n s i s t  o f  p e r s o n a l  i n t e r v i e w s  w i t h  t h e  c o m p l a i n a n t ,  t h e  
i n d i v i d u a l ( s )  a g a i n s t  w h o m  t h e  c o m p l a i n t  i s  f i l e d ,  a n d  o t h e r s  w h o  m a y  h a v e  k n o w l e d g e  
o f  t h e  a l l e g e d  i n c i d e n t ( s )  o r  c i r c u m s t a n c e s  g i v i n g  r i s e  t o  t h e  c o m p l a i n t .  T h e  
i n v e s t i g a t i o n  m a y  a l s o  c o n s i s t  o f  a n y  o t h e r  m e t h o d s  d e e m e d  p e r t i n e n t  b y  t h e  
i n v e s t i g a t o r .  
4 .  T h e  c o m p l a i n a n t  a n d  t h e  r e s p o n d e n t  m a y  h a v e  i n  t h e i r  p r e s e n c e  a  s u p p o r t  p e r s o n  o f  
t h e i r  c h o i c e  d u r i n g  a l l  c o n t a c t s  w i t h  t h e  d e s i g n a t e d  o f f i c e r  a n d / o r  a u t h o r i z e d  
i n v e s t i g a t o r .  
5 .  T h e  d e s i g n a t e d  o f f i c e r  s h a l l  p r o v i d e  a  w r i t t e n  r e p o r t  o f  t h e  i n v e s t i g a t i o n  t o  t h e  
d e c i s i o n - m a k i n g  a u t h o r i t y .  I f  t h e  i n v e s t i g a t o r  i s  n o t  t h e  d e s i g n a t e d  o f f i c e r ,  t h e  
i n v e s t i g a t o r  s h a l l  p r o v i d e  a  w r i t t e n  r e p o r t  o f  t h e  i n v e s t i g a t i o n  t o  t h e  d e s i g n a t e d  o f f i c e r  
f o r  r e v i e w  a n d  p r e s e n t a t i o n  t o  t h e  d e c i s i o n - m a k i n g  a u t h o r i t y .  
6 .  T h e  d e c i s i o n - m a k i n g  a u t h o r i t y  w i l l  r e p o r t  i n  w r i t i n g  t o  t h e  p a r t i e s  a n d  t h e  d e s i g n a t e d  
o f f i c e r  h i s  o r  h e r  f i n d i n g s  a s  t o  w h e t h e r  o r  n o t  t h e  d i s c r i m i n a t i o n / h a r a s s m e n t  o r  s e x u a l  
v i o l e n c e  p o l i c y  h a s  b e e n  v i o l a t e d  a n d  t h e  a p p r o p r i a t e  a c t i o n  t o  t a k e .  T h e  d e c i s i o n -
m a k i n g  a u t h o r i t y  w i l l  c o n s i d e r  t h e  s u r r o u n d i n g  c i r c u m s t a n c e s ,  t h e  n a t u r e  o f  t h e  s e x u a l  
c o n d u c t ,  t h e  r e l a t i o n s h i p ( s )  b e t w e e n  t h e  p a r t i e s ,  a n d  t h e  c o n t e x t  i n  w h i c h  t h e  a l l e g e d  
i n c i d e n t ( s )  o c c u r r e d .  
P a r t  7 .  S y s t e m  O f f i c e ,  C o l l e g e ,  o r  U n i v e r s i t y  A c t i o n .  
T h e  s y s t e m  o f f i c e ,  c o l l e g e ,  o r  u n i v e r s i t y  w i l l  t a k e  t h e  a p p r o p r i a t e  r e m e d i a l  a c t i o n  b a s e d  o n  
r e s u l t s  o f  t h e  i n v e s t i g a t i o n  a n d  w i l l  f o l l o w  u p  a s  a p p r o p r i a t e  t o  e n s u r e  t h a t  t h e  r e m e d i a l  a c t i o n  i s  
e f f e c t i v e .  C o m p l a i n a n t s  a r e  e n c o u r a g e d  t o  r e p o r t  a n y  r e o c c u r r e n c e s  o f  c o n d u c t  w h i c h  w a s  f o u n d  
t o  v i o l a t e  t h e  s y s t e m  d i s c r i m i n a t i o n / h a r a S s m e n t  o r  s e x u a l  v i o l e n c e  p o l i c y .  T h e  d e c i s i o n - m a k i n g  
a u t h o r i t y  w i l l  n o t i f y  t h e  c o m p l a i n a n t  a n d  r e s p o n d e n t  i n  w r i t i n g  o f  t h e  r e s u l t s  o f  t h e  f o r m a l  
i n v e s t i g a t i o n .  W r i t t e n  n o t i c e  t o  p a r t i e s  r e l a t i n g  t o  d i s c i p l i n e ,  r e s o l u t i o n s ,  a n d / o r  f i n a l  
d i s p o s i t i o n s  r e s u l t i n g  f r o m  t h e  p r o c e s s  i s  d e e m e d  t o  b e  o f f i c i a l  c o r r e s p o n d e n c e  f r o m  t h e  s y s t e m  
o f f i c e ,  c o l l e g e  o r  u n i v e r s i t y .  
P a r t  8 .  R i g h t  t o  A p p e a l  
T h e  c o m p l a i n a n t  a n d  t h e  r e s p o n d e n t  s h a l l  h a v e  t h e  r i g h t  t o  a p p e a l  d e c i s i o n s  o f  t h e  d e c i s i o n -
m a k i n g  a u t h o r i t y  t o  t h e  p r e s i d e n t  o r  h i s / h e r  d e s i g n e e  p u r s u a n t  t o  t h i s  p o l i c y .  I n  e x e r c i s i n g  t h e  
r i g h t  o f  a p p e a l  t o  t h e  p r e s i d e n t  o r  s y s t e m  o f f i c e  a s  p r o v i d e d  b y  t h i s  p r o c e d u r e ,  a  w r i t t e n  a p p e a l  
m u s t  b e  m a d e  w i t h i n  t e n  ( 1 0 )  w o r k i n g  d a y s  a f t e r  n o t i f i c a t i o n  o f  t h e  d e c i s i o n  w h i c h  i s  b e i n g  
a p p e a l e d .  T h e  p r e s i d e n t  o r  d e s i g n e e  m a y  r e c e i v e  a d d i t i o n a l  i n f o r m a t i o n  i f  h e / s h e  b e l i e v e s  s u c h  
i n f o r m a t i o n  w o u l d  a i d  i n  t h e  d e c i s i o n .  A  d e c i s i o n  w i l l  b e  m a d e  w i t h i n  a  r e a s o n a b l e  t i m e  a n d  t h e  
d e s i g n a t e d  o f f i c e r ,  t h e  c o m p l a i n a n t ,  a n d  t h e  r e s p o n d e n t  w i l l  b e  n o t i f i e d  o f  t h e  d e c i s i o n .  D u r i n g  
t h e  t i m e  o f  a p p e a l  a n d  r e v i e w ,  d i s c i p l i n a r y  a c t i o n  t a k e n  a s  a  r e s u l t  o f  t h e  c o m p l a i n t  m a y  b e  
e n f o r c e d .  I n  a d d i t i o n ,  i n  c a s e s  i n v o l v i n g  s a n c t i o n s  o f  s u s p e n s i o n  f o r  t e n  ( 1  0 )  d a y s  o r  l o n g e r ,  
s t u d e n t s  s h a l l  b e  i n f o r m e d  o f  t h e i r  r i g h t  t o  a  c o n t e s t e d  c a s e  h e a r i n g  u n d e r  M i n n e s o t a  l a w  
( M i n n e s o t a  S t a t u t e s ,  C h a p t e r  1 4 ) .  
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Part 9. Retaliation/Reprisal. 
No retaliation or intimidation directed towards anyone who reports or makes a complaint of 
discrimination/harassment or violence will be tolerated by the system office, colleges, and 
universities. Such retaliation is prohibited by state law. The designated officer will be 
responsible for providing follow-up to ensure against retaliation. The system office, colleges, 
and universities will discipline any individual who retaliates against any person who testifies, 
assists, or participates in an investigation, proceeding or hearing in relation to a 
discrimination/harassment or violence complaint. Retaliation includes, but is not limited to, any 
form of intimidation, reprisal, coercion, discrimination, harassment, or unwanted sexual contact 
towards a complainant, his/her relatives, friends or associates. Reprisal also includes 
discrimination against an individual because that person is associated with a protected group 
member. 
Part 10. Education and Training. 
The system, colleges, and universities will provide education and training programs to promote 
awareness and prevent discrimination/harassment and sexual violence, such as education 
seminars, peer-to-peer counseling, operation ofhotlines, self-defense courses, and informational 
material development and distribution. Education and training programs should include 
education about the system office, colleges and universities discrimination/harassment and 
sexual violence policies as well as conducting investigations, management and implementation 
of the complaint procedure. 
Part 11. Dissemination ofProcedure. 
Information regarding this procedure and the institution policy, including the rights enumerated 
under victim's rights, must be provided to each student during student registration and each 
employee on acceptance of employment. Copies of the policies will be conspicuously posted at 
appropriate locations on college and university campuses at all times. 
Part 12. Files. 
During an investigation of a complaint, and, upon the completion of an investigation and/or the 
completion of a grievance related to the outcome of an investigation, the file shall be reposited in 
the office of the Designated Officer for the system, college, or university. Future access shall be 
in keeping with the Minnesota Government Data Practices Act and the Family Educational 
Rights and Privacy Act. 
Part 13. Administrative Manual. 
The system office shall develop an administrative manual for use by designated officers and 
decision-making authorities for implementation of this procedure. 
[MnSCU Policy, Effective date: February 17, 1997] 
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P A R K I N G  
E v e r y  e f f o r t  i s  m a d e  t o  p r o v i d e  c o n v e n i e n t  p a r k i n g  f a c i l i t i e s  o n  c a m p u s  f o r  t h e  f a c u l t y ,  s t a f f ,  
s t u d e n t s ,  a n d  v i s i t o r s .  H o w e v e r ,  b u d g e t  a n d  s p a c e  l i m i t a t i o n s  m a k e  i t  n e c e s s a r y  t o  r e g u l a t e  
p a r k i n g  b y  p r o v i d i n g  i n f o r m a t i o n  a n d  e n f o r c i n g  e x i s t i n g  r e g u l a t i o n s .  E a c h  p e r s o n  w h o  o p e r a t e s  
a  v e h i c l e  o n  t h e  c a m p u s  m u s t  r e g i s t e r  e a c h  v e h i c l e ,  p a y  a  f e e ,  a n d  d i s p l a y  a  p a r k i n g  p e r m i t  
i n d i c a t i n g  t h e i r  l o t  a s s i g n m e n t .  
P a r k i n g  p e r m i t s  a r e  a v a i l a b l e  i n  t h e  P a r k i n g  O f f i c e  l o c a t e d  i n  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  
A f f a i r s .  I n  t h e  c a s e  o f  e m p l o y e e s ,  e a c h  p e r s o n  r e g i s t e r i n g  a  v e h i c l e  i s  a s s i g n e d  t o  a  s p e c i f i c  
p a r k i n g  l o t  a s  n e a r  a s  p o s s i b l e  t o  h i s / h e r  w o r k  a r e a .  A  l i m i t e d  n u m b e r  o f  r e s e r v e d  s p a c e s  a r e  a l s o  
a v a i l a b l e  o n  c a m p u s  a t  a  h i g h e r  c o s t .  P o s s e s s i o n  o f  a  s t a n d a r d  p a r k i n g  p e r m i t  d o e s  n o t  g u a r a n t e e  
t h a t  a  s p a c e  w i l l  b e  a v a i l a b l e  i n  t h e  l o t  t o  w h i c h  y o u  h a v e  b e e n  a s s i g n e d .  O v e r f l o w  p a r k i n g  i s  
a l s o  a v a i l a b l e  i f  y o u  c a n n o t  f i n d  a  s p a c e  i n  y o u r  a s s i g n e d  l o t .  A  P a r k i n g  a n d  T r a f f i c  R e g u l a t i o n s  
b r o c h u r e  c o n t a i n s  a  c a m p u s  m a p  w h i c h  i d e n t i f i e s  a l l  o f  t h e  p a r k i n g  l o t s  o n  c a m p u s ,  a n d  w h o  i s  
p e r m i t t e d  t o  p a r k  i n  e a c h  o f  t h e m ,  a s  w e l l  a s  t h e  o v e r f l o w  l o t s .  
S u b s t i t u t e  o r  T e m p o r a r y  V e h i c l e s  
A n y o n e  h a v i n g  a  p a r k i n g  p e r m i t  w h o  n e e d s  t o  o p e r a t e  a  s u b s t i t u t e  v e h i c l e  f o r  o n e  w e e k  o r  m o r e  
m u s t  n o t i f y  t h e  P a r k i n g  O f f i c e  a b o u t  t h e  a l t e r n a t e  v e h i c l e  b e i n g  u s e d .  T h e y  m a y  t h e n  d i s p l a y  
t h e i r  p e r m i t  i n  t h a t  v e h i c l e  a n d  p a r k  i n  t h e i r  a s s i g n e d  l o t .  T h e  P a r k i n g  O f f i c e  m u s t  a l s o  b e  
n o t i f i e d  w h e n  a  r e g i s t e r e d  v e h i c l e  i s  s o l d  o r  i s  p e r m a n e n t l y  r e p l a c e d .  T h e  l i c e n s e  n u m b e r  a n d  
d e s c r i p t i o n  o f  a n y  n e w  v e h i c l e  b e i n g  u s e d  m u s t  a l s o  b e  p r o v i d e d  t o  t h e  P a r k i n g  O f f i c e .  
P e r m i t s  f o r  V i s i t o r s  a n d / o r  M e e t i n g  o r  W o r k s h o p  A t t e n d a n t s  
F a c u l t y  a n d  s t a f f  m e m b e r s  w h o  a r e  e x p e c t i n g  v i s i t o r s  t o  t h e  c a m p u s  a r e  r e s p o n s i b l e  f o r  o b t a i n i n g  
v i s i t o r  p a r k i n g  p e r m i t s  f o r  t h e m .  T h e  h o s t  d e p a r t m e n t  s h o u l d  m a i l  t h e  g u e s t  p e r m i t  b e f o r e  t h e  
v i s i t  s o  g u e s t s  w i l l  n o t  b e  i n c o n v e n i e n c e d  w h e n  t h e y  a r r i v e  o n  c a m p u s .  
F a c u l t y  o r  s t a f f  m e m b e r s  h o l d i n g  s p e c i a l  m e e t i n g s  o r  w o r k s h o p s  o n  c a m p u s  s h o u l d  c o n t a c t  t h e  
P a r k i n g  O f f i c e  w e l l  i n  a d v a n c e  o f  t h e  m e e t i n g  t o  m a k e  a r r a n g e m e n t s  f o r  p a r k i n g  f o r  p a r t i c i p a n t s .  
N o  s p e c i a l  s i g n a g e  c a n  b e  p l a c e d  o n  c a m p u s  w i t h o u t  p r i o r  a p p r o v a l  f r o m  t h e  P a r k i n g  O f f i c e  
C o o r d i n a t o r ,  o r  h i s / h e r  d e s i g n e e .  
V i s i t o r  l o t s  a r e  a v a i l a b l e  a t  t h e  c o m e r  o f  9 t h  A  v e n u e  a n d  1 1 t h  S t r e e t  S o u t h .  V  - 1  l o t  ( c l o s e s t  t o  
O w e n s  H a l l - A d m i n i s t r a t i o n  B u i l d i n g )  h a s  3 0 - m i n u t e  m e t e r s ,  a n d  V - 2 l o t  ( a c r o s s  1 1 t h  S t r e e t  t o  
t h e  w e s t )  h a s  2 - h o u r  m e t e r s .  I f  t h e s e  m e t e r e d  l o t s  d o  n o t  m e e t  t h e  n e e d s  o f  t h e  v i s i t o r ,  a  g u e s t  
p e r m i t  s h o u l d  b e  a c q u i r e d .  G u e s t  p e r m i t s  a r e  a v a i l a b l e  f r o m  t h e  P a r k i n g  O f f i c e ,  t h e  O w e n s  H a l l  
i n f o r m a t i o n  b o o t h ,  a n d  a t  t h e  B a l l a r d  H a l l  d e s k .  
T w o  2 - h o u r  p a r k i n g  s p a c e s  a r e  a v a i l a b l e  i n  b o t h  V  - 2  l o t  a n d  G  l o t  f o r  f a c u l t y  a n d  s t a f f  w h o  h a v e  
w o r k - r e l a t e d  d u t i e s  i n  O w e n s  H a l l  o r  a d j a c e n t  b u i l d i n g s .  A  v a l i d  f a c u l t y / s t a f f  p e r m i t  M U S T  b e  
d i s p l a y e d  i n  t h e  v e h i c l e  w h i l e  u s i n g  t h e s e  s p a c e s .  
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Vehicle and Parking Regulations 
Vehicles must be parked so that the whole vehicle is within marked spaces/boundaries in the 
paved lots, or at bumpers in gravel lots. No vehicle shall be parked in crosswalks, landscaped 
areas, driveways, loading zones, within 15 feet of fire hydrants, along yellow painted curbs, in 
front of any removable barricade, or in any other space where signs indicate no parking. Speed 
limit on the campus is 15 miles per hour, and drivers of vehicles must yield the right of way to 
pedestrians. 
Violations and Penalties 
Failure to comply with the published Parking and Traffic Regulations and/or lot signage may 
result in the issuance of a traffic/parking citation or the immobilization or the impounding of the 
vehicle. 
The University's Parking Committee exists to review written appeals from individuals 
challenging citations received for campus parking violations (personal appearance is optional). 
Liability 
All persons operating motor vehicles on the university campus shall do so at their own risk. No 
responsibility shall be assumed by the University, the state of Minnesota, or the city of Moorhead 
for loss of property, damage to the vehicle while parked, damage which may be incurred through 
the process of impounding a vehicle, or for any other damage or loss sustained while on the 
campus. 
Information about parking and traffic regulations is published in the Moorhead State University 
Parking and Traffic Regulations brochure which is available in the Parking Office of 
Administrative Affairs, Owens 209, phone 236-2675. 
PUBLICATIONS STANDARDS 
The Identity and Publication Standards Policy was developed to ensure that Moorhead State 
University is clearly and consistently presented to all audiences. The Publications Office and 
Printing Services sets, reviews, and revises procedures and standards to meet institutional needs. 
Printing s·ervices reviews all publications for compliance with the standards and receives 
requests for waivers from the publications guide. Contact Publications Office or Printing 
Services, Flora Frick 154/165, 236-2208/236-2099. 
The University's name, seal, and logo are registered marks of Moorhead State University. This 
provides protection against the manufacture, display, or sale of these identifiers without the 
designs; therefore, they should never be redrawn, reproportioned, or otherwise modified for any 
University's consent. Protectability of the University seal and logo is based on their unique 
special purpose. [President Barden, Fall, 1996] 
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P U R C H A S I N G  
P o l i c y  
A n y  e m p l o y e e  w h o  t a k e s  i t  u p o n  h i m s e l f / h e r s e l f  t o  c o m m i t  t h e  u n i v e r s i t y  t o  a n y  t y p e  o f  
p u r c h a s e  o b l i g a t i o n  w i t h o u t  p r i o r  B u s i n e s s  O f f i c e  a u t h o r i z a t i o n  w i l l  b e  h e l d  p e r s o n a l l y  
r e s p o n s i b l e  f o r  t h a t  o b l i g a t i o n .  O c c a s i o n a l l y ,  u n i v e r s i t y  s t a f f  m e m b e r s  m a k e  c o m m i t m e n t s  f o r  
s u p p l i e s ,  e q u i p m e n t ,  r e p a i r s ,  r e n t a l s  o r  p r o f e s s i o n a l  s e r v i c e s  w i t h o u t  o b t a i n i n g  a u t h o r i z a t i o n  i n  
t h e  f o r m  o f  a  p u r c h a s e  o r d e r  o r  c o n t r a c t .  M a k i n g  a  c o m m i t m e n t  w i t h o u t  p r i o r  a p p r o v a l  
c o n s t i t u t e s  a n  u n a u t h o r i z e d  c o m m i t m e n t  o f  s t a t e  f u n d s  w h i c h  v i o l a t e s  M i n n e s o t a  s t a t u t e s .  
R e g u l a t i o n s  
A l l  p u r c h a s e s  s h a l l  c o n f o r m  t o  t h e  p r o c e d u r e s  e s t a b l i s h e d  b y  l a w  i n  M i n n e s o t a  S t a t u t e  1 6 . 0 7 ,  
A w a r d  o f  C o m p e t i t i v e  B i d s ,  a n d  M i n n e s o t a  S t a t u t e  1 6 . 0 8 ,  C o n t r a c t s  a n d  P u r c h a s e s .  
1 .  A l l  p u r c h a s e s  s h a l l  b e  a w a r d e d  t o  t h e  l o w e s t  q u a l i f i e d  b i d d e r  m e e t i n g  s p e c i f i c a t i o n s  a n d  
o t h e r  c o n d i t i o n s  i m p o s e d  i n  t h e  c a l l  f o r  b i d s .  
2 .  O n  i t e m s  c o v e r e d  b y  c o n t r a c t ,  d o  n o t  p l a c e  o r d e r s  w i t h  v e n d o r s  o t h e r  t h a n  t h e  c u r r e n t  
c o n t r a c t  v e n d o r .  A  l i s t  o f  c u r r e n t  c o n t r a c t s  i s  o n  D G ,  P u b l i c  D r a w e r  " S t a t e  C o n t r a c t s -
P u r c h a s e . "  
3 .  T h e  d e s c r i p t i o n  o f  i t e m s  t o  b e  p u r c h a s e d  o n  t h e  D e p a r t m e n t  P u r c h a s e  O r d e r  ( D P O )  o r  
R e q u i s i t i o n  f o r  P u r c h a s e ,  s h o u l d  b e  s u f f i c i e n t l y  d e t a i l e d  t o  d e s c r i b e  g r a d e ,  q u a l i t y ,  t y p e ,  
d e l i v e r y  d a t e ,  m a n u f a c t u r e r ' s  n a m e ,  a n d  m o d e l  n u m b e r .  
4 .  A  D P O  m u s t  b e  p r e p a r e d  f o r  a l l  p u r c h a s e s  f o r  c o n t r a c t  s u p p l i e s  a n d  o r d e r s  u n d e r  $ 1 0 , 0 0 0 .  
5 .  A  R e q u i s i t i o n  f o r  P u r c h a s e  f o r m  m u s t  b e  p r e p a r e d  f o r  n o n - c o n t r a c t  o r d e r s  o v e r  $ 1 0 , 0 0 0 .  
G e n e r a l  
I n  o r d e r  f o r  t h e  B u s i n e s s  O f f i c e  t o  i s s u e  a  p r o p e r l y  e x e c u t e d  p u r c h a s e  o r d e r ,  i t  i s  e s s e n t i a l  t h a t  
t h e  d e p a r t m e n t  p r e p a r e  e i t h e r  a  D P O  o r  a  R e q u i s i t i o n  f o r  P u r c h a s e  f o r m  a n d  f o r w a r d  i t  t o  
P u r c h a s i n g  i n  t h e  B u s i n e s s  O f f i c e ,  O w e n s  1 0 6 .  
P u r c h a s e s ,  M  &  E  ( M a i n t e n a n c e  a n d  E q u i p m e n t )  a n d  G r a n t  A c c o u n t s  
G e n e r a l l y ,  a l l  r e q u e s t s  f o r  p u r c h a s e s  o v e r  $ 5 0 , 0 0 0 . 0 0 ,  o t h e r  t h a n  c o n t r a c t  i t e m s ,  a r e  s u b m i t t e d  t o  
t h e  S y s t e m  o f f i c e  f o r  a p p r o v a l .  I f  t h e  d e p a r t m e n t  h a s  r e q u e s t e d  g o o d s  o r  s e r v i c e s  t h a t  a m o u n t  t o  
b e t w e e n  $ 1 0 , 0 0 0  a n d  $ 5 0 , 0 0 0 ,  M S U  P u r c h a s i n g  w i l l  b i d  t h e  m a t e r i a l s  a n d  i s s u e  a  p u r c h a s e  
o r d e r .  I f  t h e  i t e m s  t o  b e  p u r c h a s e d  a r e  a v a i l a b l e  f r o m  a  s t a t e  p r i c e  c o n t r a c t ,  t h e y  m u s t  b e  
p u r c h a s e d  f r o m  t h e  c o n t r a c t  v e n d o r .  A l l  i t e m s  t h a t  a r e  a v a i l a b l e  f r o m  C e n t r a l  S t o r e s  a r e  t o  b e  
o b t a i n e d  f r o m  t h i s  s o u r c e  o f  s u p p l y .  
Administrative Policies and Procedures 115 
Publications will bid off-campus printing orders up to $50,000. Printing requisitions over 
$50,000 may require System office approval. Processing time for biddable orders varies from 3 
to 6 weeks, so please plan your needs accordingly. Do not issue multiple orders under $10,000 to 
avoid the bidding process, as that is a violation of Minnesota Statute, Chap 16A. 
Orders up to $10,000 may be made by using a DPO provided the department head or 
administrative supervisor approves the purchase. Purchases should be shipped to Central 
Receiving and billed to the Business Office. Telephone orders and over-the-counter purchases 
should be avoided whenever possible. 
Non-State Employee Service Agreements- Long Form Contracts 
Requests to hire non-state employees for professional or technical services should be submitted 
in writing to the Business Office no less than four months prior to the date the services are 
needed. Long Contracts must be approved by the Commissioner of Finance prior to the date the 
contractor commences the work. 
Student Activities Accounts, Health Service, and Self-Supporting Activity Accounts 
Any individual brought to the campus community to complete a service to the University 
(examples would be consulting, lectures, sports officiating, doctors, etc.) must complete a 
contract BEFORE coming to the campus. Please contact the Purchasing Director or Activities 
Account Executive in the Business Office with any questions regarding the completion of the 
proper contract form. 
Activities purchase orders should be obtained from the Business Office for purchases of 
merchandise, supplies, repairs, and so on. Three telephone quotes are required on printing, 
supplies, and equipment orders over $500 to be obtained from a non-contract vendor. Written 
bids must be obtained for orders over $1,000. Assistance with obtaining written bids will be 
given by the Purchasing Director. Any repairs estimated at over $500 should be reported to the 
Purchasing Director or the Business Manager BEFORE commitment of funds from Student 
Activities. Activity Travel Request forms can be obtained from the Business Office. 
Specific travel policy and procedures as well as other SABC policies and procedures are further 
outlined in the Student Handbook under "Student Activity Budget Committee." The Handbook 
is available from the CMU Student Organization Resource Center. 
Residence Hall Accounts 
Prior approval is obtained from the Housing Office account clerk for all purchases for the 
residence hall floor or RA accounts. These purchases are usually of$75 or less and, upon 
approval, will be given a DPO to be supplied to the vendor with the order. 
For main office purchases for maintenance, heating, or repair items, the limit is $300, and the 
respective supervisor over the repair approves this purchase. For all other purchases, the 
Housing Director must be involved in the purchase. 
1 1 6  
A d m i n i s t r a t i v e  P o l i c i e s  a n d  P r o c e d u r e s  
S t u d e n t  U n i o n  A c c o u n t s  
A  P u r c h a s e  O r d e r  R e q u i s i t i o n  f o r m  i s  r e q u i r e d  f o r  a l l  p u r c h a s e s  m a d e  b y  t h e  s t u d e n t  m a n a g e d  
s e r v i c e  a r e a s .  T h e  f o r m  i s  a p p r o v e d  b y  t h e  d i r e c t o r  a n d  f o r w a r d e d  t o  t h e  a c c o u n t  c l e r k  f o r  
i s s u a n c e  o f  t h e  D P O .  F o r  p u r c h a s e s  a b o v e  t h e  n o r m a l  r e p l e n i s h m e n t  o f  i n v e n t o r y ,  m u l t i p l e  b i d s  
a r e  r e q u i r e d  o n  t h e  r e q u i s i t i o n  f o r m .  
U n i v e r s i t y  B o o k s t o r e  P u r c h a s e s  
D e p a r t m e n t s  n e e d i n g  t o  p u r c h a s e  i t e m s  f r o m  t h e  B o o k s t o r e  s h o u l d  g i v e  t h e i r  M  &  E  o r  G r a n t  
a c c o u n t  n u m b e r  t o  t h e  c a s h i e r  a t  t h e  t i m e  o f  p u r c h a s e .  D P O s  n e e d  n o t  b e  p r e p a r e d .  T h e  
B o o k s t o r e  b i l l s  a u t o m a t i c a l l y  a n d  y o u r  d e p a r t m e n t  w i l l  b e  c h a r g e d  m o n t h l y  f o r  a n y  a n d  a l l  
m e r c h a n d i s e  r e c e i v e d .  
P u r c h a s e s  f o r  P r e v i e w  a n d / o r  A p p r o v a l  
G e n e r a l l y  t h i s  w i l l  a p p l y  t o  i t e m s  s u c h  a s  f i l m s  a n d  b o o k s .  D e p a r t m e n t s  w i l l  p r e p a r e  a n d  s u b m i t  
a  D P O .  N o t e  o n  t h e  D P O  t h a t  t h e  i t e m s  a r e  b e i n g  o r d e r e d  f o r  p r e v i e w  o r  a p p r o v a l ,  a n d  n o t e  t h e  
n u m b e r  o f  d a y s  r e q u i r e d  f o r  p r e v i e w  a f t e r  t h e  i t e m s  h a v e  b e e n  r e c e i v e d  a t  t h e  d e p a r t m e n t .  A f t e r  
t h e  d e p a r t m e n t  h a s  r e c e i v e d  t h e  i t e m s  o r d e r e d ,  a d v i s e  P u r c h a s i n g  i n  t h e  B u s i n e s s  O f f i c e ,  i n  
w r i t i n g ,  w h e t h e r  o r  n o t  t h e  i t e m s  w i l l  b e  r e t u r n e d  t o  t h e  v e n d o r  o r  r e t a i n e d  b y  t h e  d e p a r t m e n t .  A l l  
r e t u r n s  m u s t  b e  r o u t e d  t h r o u g h  R e c e i v i n g .  F o r  p u r c h a s e s  r e t u r n e d  t o  t h e  v e n d o r ,  P u r c h a s i n g  w i l l  
c a n c e l  t h e  p u r c h a s e  o r d e r .  F o r  p u r c h a s e s  r e t a i n e d  b y  t h e  d e p a r t m e n t ,  P u r c h a s i n g  w i l l  p r o c e s s  
p a y m e n t .  
P u r c h a s i n g  R e q u i r i n g  A d v a n c e  P a y m e n t  
P u r c h a s e s  o f  m a t e r i a l s ,  b o o k s  a n d  s o f t w a r e  t h a t  r e q u i r e  a d v a n c e  p a y m e n t  t o  t h e  v e n d o r  m a y  b e  
p r o c e s s e d  t h r o u g h  t h e  B u s i n e s s  O f f i c e .  T h e  D P O  m u s t  i n c l u d e  a  n o t a t i o n  t h a t  a  p a y m e n t  i n  
a d v a n c e  i s  r e q u i r e d  b y  t h e  v e n d o r  a n d  s u p p o r t i v e  d o c u m e n t a t i o n ,  s u c h  a s  a  v e n d o r  s p e c i a l  o r d e r  
f o r m  o r  a d v e r t i s e m e n t ,  m u s t  b e  a t t a c h e d .  [ M & C  5 / 1 5 / 9 2 ]  
R A D I A T I O N  S A F E T Y  
A l l  p r i n c i p a l  i n v e s t i g a t o r s ,  f a c u l t y ,  s t a f f  a n d  s t u d e n t s  w i s h i n g  t o  u s e  r a d i o i s o t o p i c  m a t e r i a l  f o r  
r e s e a r c h  o r  r e a c h i n g  p r o j e c t s  m u s t  r e c e i v e  p r i o r  a p p r o v a l  f r o m  t h e  M o o r h e a d  S t a t e  U n i v e r s i t y  
R a d i a t i o n  S a f e t y  C o m m i t t e e  . .  D o c u m e n t e d  t r a i n i n g  w i l l  b e  r e q u i r e d .  C o n t a c t  t h e  R a d i a t i o n  
S a f e t y  O f f i c e r ,  S h a w n  D u n k i r k ,  2 1 8  2 3 6 - 2 2 5 8 .  
R E C E I V I N G  A N D  D E L I V E R Y  S E R V I C E S  
M o o r h e a d  S t a t e  U n i v e r s i t y  r e q u i r e s  v e n d o r s  t o  d e l i v e r  a l l  o r d e r e d  i t e m s  t o  o n e  c e n t r a l  a r e a  w h e r e  
t h e  c o m m o d i t i e s  c a n  b e  m a t c h e d  w i t h  t h e  l o c a l  D P O  o r  r e q u i s i t i o n  f o r  p u r c h a s e .  S i n c e  i t  i s  
d i f f i c u l t  f o r  r e c e i v i n g  p e r s o n n e l  t o  t h o r o u g h l y  i n s p e c t  t e c h n i c a l  e q u i p m e n t ,  f a c u l t y  a n d  s t a f f  m u s t  
r e p o r t  t o  t h e  R e c e i v i n g  D e p a r t m e n t  t h e  r e c e i p t  o f  i m p e r f e c t ,  d a m a g e d ,  o r  o t h e r w i s e  
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unsatisfactory articles. All items must be processed through Receiving. If an order is received 
directly, contact Receiving immediately. Receiving Dept., Maintenance Building, phone 236-
2279. [M&C 5115/92] 
RECYCLING 
Moorhead State University operates a recycling program which is designed to recover aluminum 
cans, used office paper, and silver. Receptacles are placed in designated areas of buildings and 
are emptied periodically (call for service if one is full). Recycling is coordinated by the Physical 
Plant department, phone 236-3967. [M&C 5/15/92] 
REMODELING 
All proposed space use changes that require remodeling and/or renovation are to be 
communicated in writing to the Office of Administrative Affairs by the department chairperson. 
The Physical Plant Director will then review, approve, and prioritize them before generating 
work order requests. Emergency remodeling and rehabilitation needs are to be brought to the 
attention of Administrative Affairs as soon as possible. [M&C 5115/92] 
REP AIR AND PAINTING 
All minor repair needs are to be communicated ·by telephone or in writing by the department 
chairperson to the Physical Plant office. Requests will be entered into the work order system for 
completion as soon as possible, with the most urgent requests completed first. Physical Plant, 
phone 236-2460. [M&C 5/15/92] 
SCHEDULING OF OFFICES, CLASSROOMS, OTHER SPACE AND GROUNDS 
Department Heads assign faculty offices on a non-permanent basis, subject to the approval of the 
Vice President for Administrative Affairs. Classrooms are assigned by the Registrar. Special 
requests for the use of campus facilities or space on MSU grounds should be forwarded to the 
Scheduling Services, phone 236-2586. Requests for residence hall facilities should be submitted · 
to the Housing Office, 120 Ballard Hall, phone 236-2118. Scheduling of the Comstock 
Memorial Union is arranged through the CMU, phone 236-3587. [M&C 5/15/92] 
SMOKING POLICY 
Smoking is prohibited in all Moorhead State University facilities, including private offices 
within facilities and in residence halls, except areas which are specifically designated as 
"smoking-permitted" areas. 
Rooms assigned to individuals in residence halls may be designated as "smoking-permitted" 
areas, provided that all individuals assigned to the same room agree that smoking will be 
permitted in that room. No cigars or pipes may be smoked in any smoking-permitted areas. 
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C a r s  a n d  s t a t i o n  w a g o n s  i n  t h e  M S U  m o t o r  p o o l  w i l l  b e  d e s i g n a t e d  n o - s m o k i n g  o r  s m o k i n g  
p e r m i t t e d .  A t  t h e  t i m e  o f  r e s e r v a t i o n ,  p e r s o n s  m a y  i n d i c a t e  w h e t h e r  t h e y  w i s h  t o  r e s e r v e  a  n o -
s m o k i n g  o r  a  s m o k i n g - p e r m i t t e d  v e h i c l e .  W h e n  t w o  o r  m o r e  p e r s o n s  a r e  t r a v e l i n g  i n  a  c a r  o r  
s t a t i o n  w a g o n ,  t h e  v e h i c l e  w i l l  b e  d e s i g n a t e d  n o - s m o k i n g ,  u n l e s s  a l l  t h e  p a s s e n g e r s  a g r e e  t o  
p e r m i t  s m o k i n g .  V a n s  u t i l i z e d  f o r  " g r o u p  t r a v e l "  w i l l  b e  d e s i g n a t e d  " n o - s m o k i n g . "  
T h i s  p o l i c y  d o e s  n o t  p r o h i b i t  t h e  l i g h t i n g  o f  t o b a c c o  b y  a n  a d u l t  a s  p a r t  o f  a  t r a d i t i o n a l  N a t i v e  
A m e r i c a n  s p i r i t u a l  o r  c u l t u r a l  c e r e m o n y ,  i n  a n  o t h e r w i s e  n o - s m o k i n g  a r e a .  
S m o k i n g - p e r m i t t e d  a r e a s  w i l l  b e  e s t a b l i s h e d  a n d  r e v i e w e d  a n n u a l l y  b y  t h e  O f f i c e  o f  
A d m i n i s t r a t i v e  A f f a i r s ,  a n d  w h e r e  i t  i s  d e e m e d  t h a t  t h e  b e s t  i n t e r e s t  o f  t h e  U n i v e r s i t y  i s  s e r v e d ,  
a d j u s t m e n t s  w i l l  b e  m a d e  a c c o r d i n g l y .  
A n y  m e m b e r  o f  t h e  U n i v e r s i t y  C o m m i t t e e  m a y  r e c e i v e  i n f o r m a t i o n  a n d  m a k e  s u g g e s t i o n s  o n  t h i s  
p o l i c y  b y  w r i t t e n  c o m m u n i c a t i o n  t o  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  R o o m  2 0 8 ,  O w e n s  
H a l l .  [ T h i s  p o l i c y  b e c a m e  e f f e c t i v e  J u l y  1 ,  1 9 9 6 . ]  
T E L E P H O N E  U S A G E  
T h e  w a t s  n e t w o r k  i s  p r o v i d e d  f o r  o f f i c i a l  s t a t e  b u s i n e s s  o n l y .  L o n g  d i s t a n c e  p e r s o n a l  c a l l s  a r e  
u n a u t h o r i z e d  o n  w a t s  a n d  b y  d i r e c t  d i a l  a n d  s h o u l d  b e  ( a )  c h a r g e d  t o  o n e ' s  r e s i d e n c e  t e l e p h o n e ,  
( b )  p u t  o n  p e r s o n a l  p h o n e  c a r d ,  o r  ( c )  m a d e  f r o m  a  p a y  p h o n e .  T e l e p h o n e  f r a u d  i s  a  s e r i o u s  
a b u s e .  A b u s e r s  w i l l  b e  r e q u i r e d  t o  r e i m b u r s e  t h e  U n i v e r s i t y ,  p l u s  p a y  a  f i n e ,  p l u s  p a y  b o t h  
f e d e r a l  a n d  s t a t e  b a c k  t a x e s .  
O n - C a m p u s  C a l l i n g :  W h e n  c a l l i n g  a  u n i v e r s i t y  n u m b e r  f r o m  a n o t h e r  u n i v e r s i t y  p h o n e ,  l i s t e n  f o r  
t h e  d i a l  t o n e  a n d  d i a l  o n l y  t h e  f o u r - d i g i t  e x t e n s i o n  y o u  w i s h .  
O f f - C a m p u s  L o c a l  C a l l s :  D i a l 9 ,  l i s t e n  f o r  t h e  d i a l  t o n e ,  t h e n  d i a l  t h e  n u m b e r  y o u  w i s h .  
T r a n s f e r r i n g  C a l l s :  T o  t r a n s f e r  a n y  i n c o m i n g  c a l l s ,  d e p r e s s  y o u r  r e c e i v e r  b u t t o n  o n c e  f o r  a b o u t  a  
s e c o n d .  I f  n o t h i n g  h a p p e n s ,  r e p e a t  t h i s  s t e p .  W h e n  y o u  h e a r  a  d i a l  t o n e ,  d i a l  t h e  f o u r - d i g i t  
n u m b e r  o f  t h e  p e r s o n  t o  w h o m  y o u  w i s h  t o  t r a n s f e r  t h e  c a l l .  I f  y o u  h e a r  t h e  r i n g i n g  t o n e ,  y o u  
m a y  h a n g  u p .  I f  y o u  h e a r  a  b u s y  s i g n a l ,  d e p r e s s  t h e  r e c e i v e r  t w i c e  ( o n c e  g e t s  t h e  c a l l e r  b a c k ,  a n d  
t w i c e  d i s c o n n e c t s  t h e  b u s y  s o u n d )  a n d  t e l l  t h e  c a l l e r  t h e  l i n e  i s  b u s y ;  g i v e  t h e m  t h e  p h o n e  
n u m b e r .  
I n  m o s t  d e p a r t m e n t s ,  f a c u l t y  h a v e  t h e  " c a l l - f o r w a r d i n g "  f e a t u r e  o n  t h e i r  p h o n e s .  I f  t h e i r  p h o n e  i s  
n o t  a n s w e r e d  b y  t h e  3 r d  o r  4 t h  r i n g ,  i t  m a y  r i n g  o u t  t o  t h e  d e p a r t m e n t  s e c r e t a r y .  
L o n g  D i s t a n c e  C a l l s :  T h e  W A T S  n e t w o r k  i s  p r o v i d e d  f o r  o f f i c i a l  s t a t e  b u s i n e s s  o n l y .  P e r s o n a l  
c a l l s  a r e  n o t  a u t h o r i z e d  o n  W  A  T S  o r  b y  d i r e c t  d i a l  a n d  s h o u l d  b e  c h a r g e d  t o  o n e ' s  r e s i d e n c e  
t e l e p h o n e  o r  p e r s o n a l  c r e d i t  c a r d  o r  m a d e  f r o m  a  p a y  p h o n e .  
A V O I D  E X T R A  L O N G  D I S T A N C E  C H A R G E S :  W h e n  y o u  a r e  p l a c i n g  a  c a l l  a n d  r e c e i v e  a  
b u s y  s i g n a l  o r  n o  a n s w e r ,  i t  i s  i m p o r t a n t  t o  h a n g  u p  l o n g  e n o u g h  t o  d i s c o n n e c t  t h e  r i n g i n g  o r  
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busy signal before placing your next call. Hanging up from the first call for ten seconds will 
suffice. Not hanging up long enough will result in putting the previous call on hold so that 
charges for that call will continue to add up. 
Directory Assistance: When calling long distance information for assistance, do so by direct 
dialing, not by using the WATS line, as follows: 9-1-area code-555-1212. 
We are not to accept any COLLECT calls. 
International Calls: Nearly all6 digit ID numbers on campus have restrictions from dialing 
internationally. This is new enforcement by the State Telecommunications office and phone 
company applied to all State ofMN agencies as a precaution by State Telecommunications to 
prevent fraudulent calls. There has been one ID number cleared for international calls for each 
department. Please check with your department secretary or Kathy Schmidt in the Business 
Office on how to access the international ID number. If your position with MSU requires 
frequent international calls, you may be able to get your ID number cleared to make these calls 
on the Wats line. 
If you know the country/city codes you dial direct as follows: 
8-011-Country code-City code-Phone #-your ID # 
If you don't know the country/city code, see if it is on the list in the Fargo-Moorhead phone 
directory. 
If you are unable to dial through by yourself, place the call with operator assistance as follows: 
9-1-0-2880- ... an AT&T operator will then come on the line to help you place the call. 
Speaker Phones: These are available for check-out from Kathy Schmidt in the Business Office. 
Off-Campus Conference Calls: Detailed instructions for setting up conference calls are available 
from the Business Office. 
If you have questions, call Kathy Schmidt, 2221. [Office Memo 8/14/92] 
TRAVEL 
Reimbursement 
If you wish to be reimbursed for a trip you must: 
1. Complete a Travel Requisition form for each individual at least two weeks in advance of the 
trip whether or not the travel is to be paid by the University and submit to Business Office. 
2. Complete a Request for Approval to Incur Special Expenses (if necessary) and submit to 
Business Office. 
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3 .  C o m p l e t e  a n  E m p l o y e e  E x p e n s e  R e p o r t  f o r m  i m m e d i a t e l y  u p o n  r e t u r n  a n d  s u b m i t  t o  
B u s i n e s s  O f f i c e  w i t h  o r i g i n a l  r e c e i p t s .  
R e i m b u r s e m e n t  t o  e m p l o y e e s  f o r  u n i v e r s i t y - r e l a t e d  t r a v e l  e x p e n s e s  i s  a l l o w e d  w i t h i n  i n t e r n a l  
a n d  s t a t e  p o l i c i e s  a n d  p r o c e d u r e s .  A l l  r e i m b u r s e m e n t  c l a i m s  s h o u l d  b e  s u b m i t t e d  p r o m p t l y .  N o  
a u t h o r i z a t i o n  t o  t r a v e l  i s  g i v e n  u n l e s s  a p p r o p r i a t e  i n - s t a t e  o r  o u t - o f - s t a t e  t r a v e l  f u n d s  a r e  
a v a i l a b l e  i n  t h e  b u d g e t  o f  t h e  e m p l o y e e ' s  d e p a r t m e n t .  T r a v e l  e x p e n s e s  a r e  p a i d  o n l y  a f t e r  t r a v e l  
h a s  b e e n  a u t h o r i z e d  i n  a d v a n c e  b y  t h e  e m p l o y e e ' s  a c a d e m i c  o r  a d m i n i s t r a t i v e  u n i t  h e a d .  S t a f f  
m e m b e r s  s e e k i n g  t r a v e l  r e i m b u r s e m e n t  m u s t  c o m p l e t e  a l l  n e c e s s a r y  s t a t e  e x p e n s e  f o r m s .  
D e t a i l e d  t r a v e l  r e i m b u r s e m e n t  p r o c e d u r e s  a r e  a v a i l a b l e  f r o m  t h e  B u s i n e s s  O f f i c e .  
M e a l s  
N o  e m p l o y e e  m a y  c l a i m  r e i m b u r s e m e n t  f o r  m o r e  t h a n  t h e  a m o u n t  p a i d  o f  h i s / h e r  m e a l s .  R e c e i p t s  
a r e  n o t  r e q u i r e d  f o r  m e a l s ,  b u t  e a c h  m e a l  m u s t  b e  l i s t e d  s e p a r a t e l y  a n d  m u s t  i n c l u d e  d a t e ,  c i t y  
a n d  c o s t  o f  m e a l .  
1 .  M a x i m u m  r e i m b u r s e m e n t  r a t e s  f o r  m e a l s ,  i n c l u d i n g  s a l e s  t a x ,  a s  o f  A u g u s t ,  1 9 9 7 ,  f o l l o w s .  
M n S C U  r a t e s  a p p l y  w h e r e  b a r g a i n i n g  a g r e e m e n t s  d o  n o t  s p e c i f y  a m o u n t s .  
B r e a k f a s t  $ 7 . 0 0  
L u n c h  8 . 5 0  
D i n n e r  1 4 . 5 0  
I n  m e t r o p o l i t a n  a r e a s  o f  A t l a n t a ,  B o s t o n ,  C h i c a g o ,  C l e v e l a n d ,  D a l l a s ,  D e n v e r ,  D e t r o i t ,  
H a r t f o r d ,  H o u s t o n ,  L o s  A n g e l e s ,  M i a m i ,  N e w  O r l e a n s ,  N e w  Y o r k  C i t y ,  P h i l a d e l p h i a ,  S a n  
D i e g o ,  S a n  F r a n c i s c o ,  S e a t t l e ,  W a s h i n g t o n ,  D C / B a l t i m o r e ,  o r  l o c a t i o n s  o u t s i d e  c o n t i g u o u s  
4 8  s t a t e s ,  r a t e s  a r e :  
B r e a k f a s t  $ 8 . 0 0  
L u n c h  9 . 5 0  
D i n n e r  1 6 . 5 0  
A s  o f  1 9 9 7 ,  t h e  M M A / S t a t e  o f  M i n n e s o t a  a n d  t h e  M A P E / S t a t e  o f  M i n n e s o t a  A g r e e m e n t  
d i f f e r s  f r o m  t h e  a b o v e  i n  r e i m b u r s e m e n t  o f  b r e a k f a s t  a m o u n t s  b u t  l i s t s  t h e  s a m e  s e t  o f  c i t i e s .  
A F S C M E ,  C o u n c i l  6 / S t a t e  o f  M i n n e s o t a ,  d i f f e r s  i n  l u n c h  a n d  d i n n e r  a m o u n t s  a n d  h a s  n o  
p r o v i s i o n s  f o r  h i g h e r  a m o u n t s  i n  m e t r o p o l i t a n  c i t i e s .  R e f e r  t o  t h e  a p p r o p r i a t e  A g r e e m e n t .  
2 .  T i m e s  a n d  l o c a t i o n s  f o r  a l l  d e p a r t u r e s  a n d  a r r i v a l s  m u s t  b e  d e t a i l e d  o n  t h e  e x p e n s e  r e p o r t .  
B r e a k f a s t  e x p e n s e  o n  d a y  o f  d e p a r t u r e  c a n  o n l y  b e  r e i m b u r s e d  i f  t h e  s t a f f  m e m b e r  l e f t  h o m e  
b e f o r e  6  a . m .  D i n n e r  e x p e n s e  o n  t h e  d a y  o f  a r r i v a l  b a c k  h o m e  c a n  o n l y  b e  r e i m b u r s e d  i f  t h e  
s t a f f  m e m b e r  r e t u r n e d  h o m e  a f t e r  7  p . m .  
3 .  W h e n  m e a l  e x p e n s e s  a r e  i n c l u d e d  i n  t h e  l o d g i n g  r e c e i p t ,  t h e  a m o u n t  c l a i m e d  f o r  m e a l s  m u s t  
a g r e e  w i t h  t h e  r e c e i p t  n o t  t o  e x c e e d  m a x i m u m  a l l o w a n c e .  
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4. Staff members cannot claim reimbursement for meals purchased for a guest or another state 
employee. · 
5. A noon lunch may be claimed if a staff member is on travel status, even though the employee 
isn't claiming lodging, when the distance from his/her work station to the field assignment is 
35 or more road miles and extends through the normal lunch period. Such reimbursements, 
however, will be considered "meals without lodging" and be subject to income taxes. 
6. If the cost of commercial transportation, registration fees, etc., covers meal expenses, the 
employee is not entitled to additional reimbursement except for special dietary concerns, 
and/or air travel turbulence makes eating difficult. 
Travel by State Owned Vehicle 
1. State vehicles are reserved through the Maintenance Department, phone 236-2662. 
2. Minor expenses incurred in the operation of the state vehicle and not covered by a state credit 
card or emergency field order (purchase order) may be claimed for reimbursement (e.g., 
parking fees and road tolls). 
Travel by Private Automobile 
1. Mileage shall be paid for the shortest direct route according to official highway department 
records. If driving in the vicinity of the destination was necessary, the total of such driving 
for each day must be shown as a separate item in the "local miles" column of the claim form. 
Odometer readings are not required, but may be used if mileage cannot be determined from 
state maps or mileage book. 
2. The department head shall require proof of automobile insurance before approving private 
car mileage. When mileage is claimed in lieu of commercial transportation, the total cost of 
mileage claimed cannot exceed the lowest cost obtainable from a commercial carrier. 
Lodging and meals reimbursements are limited to those that would have been incurred using 
commercial transportation. Cost of commercial transport must be noted on expense report. 
3. An employee may be reimbursed for car rental if a state car is unavailable for use and a rental 
car is the only or least expensive method of transportation. An itemized statement for the 
rental must be submitted with the request for reimbursement. 
4. Employees using state owned or private cars shall be reimbursed for the actual parking fee. If 
a receipt has been issued it must be turned in with the request for reimbursement. 
The current allowance for mileage is $.21 per mile if a state car was available and $.27 per mile 
if a state car was not available. (Summer, 1997) 
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T r a v e l  b y  C o m m e r c i a l  C a r r i e r  
1 .  O r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  c l a i m s  f o r  r e i m b u r s e m e n t .  R e c e i p t s  f r o m  c r e d i t  c a r d s  a r e  
u n a c c e p t a b l e .  U n d e r  M i n n e s o t a  S t a t u t e s  M . S .  1 6 A . 5 8 ,  o r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  
c l a i m s  f o r  r e i m b u r s e m e n t .  P h o t o c o p i e d  o r  d u p l i c a t e d  r e c e i p t s  o r  r e c e i p t s  f r o m  c r e d i t  c a r d s  
a r e  u n a c c e p t a b l e .  C o p i e s  o f  c a n c e l l e d  c h e c k s  a r e  a l s o  u n a c c e p t a b l e .  
2 .  I f  t r a v e l i n g  b y  c o m m e r c i a l  a i r l i n e ,  r e i m b u r s e m e n t  i s  l i m i t e d  t o  t o u r i s t  c l a s s  a i r  f a r e .  
3 .  I f  t r a v e l i n g  b y  r a i l r o a d  o r  b u s ,  r e i m b u r s e m e n t  i s  i n  a c c o r d a n c e  w i t h  M i n n e s o t a  t r a v e l  
r e g u l a t i o n s .  
4 .  R e c e i p t s  a r e  n o t  n e c e s s a r y  f o r  t r a v e l  b y  l i m o u s i n e ,  t a x i ,  o r  c i t y  b u s .  
5 .  A  s t a f f  m e m b e r  m a y  n o t  c l a i m  r e i m b u r s e m e n t  f o r  t r a v e l  i n s u r a n c e .  
6 .  A  n u m b e r  o f  c o m m e r c i a l  a i r  c a r r i e r s  p r o v i d e  c a s h  p a y m e n t s ,  d i s c o u n t  c o u p o n s  a n d  f r e e  
t i c k e t s  e i t h e r  a s  c o m p e n s a t i o n  t o  p a s s e n g e r s  w h o  h a v e  b e e n  d e l a y e d  o r  a s  r e w a r d s  f o r  
f r e q u e n t  t r i p s  w i t h  a  s p e c i f i c  a i r l i n e .  C o m p e n s a t i o n  f r o m  s o u r c e s  o f  t h i s  k i n d  i s  t h e  p r o p e r t y  
o f  t h e  s t a t e ,  a c c o r d i n g l y ,  e m p l o y e e s  t r a v e l i n g  a t  s t a t e  e x p e n s e  m u s t  r e m i t  t h e s e  b e n e f i t s  t o  t h e  
s t a t e .  
R e g i s t r a t i o n  E x p e n s e s  
1 .  A  R e q u e s t  f o r  A p p r o v a l  t o  I n c u r  S p e c i a l  E x p e n s e s  f o r m  m u s t  b e  f i l e d  w i t h  t h e  S t a t e  
D e p a r t m e n t  o f F i n a n c e  ( t h r o u g h  t h e  M n S C U  O f f i c e )  f o r  a l l  c o n f e r e n c e  o r  r e g i s t r a t i o n  f e e s  
o v e r  $ 5 0 0  a n d  t u i t i o n  f e e s  o v e r  $ 8 5 0  o r  a n y  a m o u n t  i f  m o r e  t h a n  t h r e e  p e o p l e  a t t e n d  t h e  s a m e  
e v e n t .  
2 .  T h e  f o r m  m u s t  b e  f i l l e d  o u t  a n d  s e n t  t h r o u g h  t h e  A d m i n i s t r a t i v e  A f f a i r s  o f f i c e  s o  t h a t  i t  
r e a c h e s  t h e  B u s i n e s s  O f f i c e  a t  l e a s t  1 0  d a y s  i n  a d v a n c e  o f  d e p a r t u r e .  
3 .  I f  t h e  f o r m  i s  n o t  f i l e d  a t  l e a s t  1  0  d a y s  i n  a d v a n c e ,  a  s t a t e m e n t  m u s t  b e  a t t a c h e d  e x p l a i n i n g  
t h e  r e a s o n  f o r  t h e  l a t e  f i l i n g .  T h e r e  i s  n o  g u a r a n t e e  t h a t  r e q u e s t s  s u b m i t t e d  l a t e  o r  a f t e r  t h e  
f a c t  w i l l  b e  a p p r o v e d .  
4 .  O r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  c l a i m s  f o r  r e i m b u r s e m e n t .  R e c e i p t s  f r o m  c r e d i t  c a r d s  a r e  
u n a c c e p t a b l e .  U n d e r  M i n n e s o t a  S t a t u t e s  M . S .  1 6 A . 5 8 ,  o r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  
c l a i m s  f o r  r e i m b u r s e m e n t .  P h o t o c o p i e d  o r  d u p l i c a t e d  r e c e i p t s  o r  r e c e i p t s  f r o m  c r e d i t  c a r d s  
a r e  u n a c c e p t a b l e .  C o p i e s  o f  c a n c e l l e d  c h e c k s  a r e  u n a c c e p t a b l e .  
5 .  I f  r e g i s t r a t i o n  o r  c o n f e r e n c e  r e c e i p t s  a r e  u n a v a i l a b l e  o r  l o s t ,  i t  w i l l  b e  n e c e s s a r y  t o  o b t a i n  
d u p l i c a t e  c o p i e s  o f t h e  r e c e i p t s .  I f  i t  i s  n o t  p o s s i b l e  t o  o b t a i n  a  d u p l i c a t e  c o p y  o f t h e  r e c e i p t s ,  
i t  w i l l  b e  n e c e s s a r y  t o  s u b m i t  a  n o t a r i z e d  a f f i d a v i t  f o r m .  
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Personal Expenses 
Personal expenses, for purposes of these regulations, are defined as dry cleaning, laundry and 
baggage handling. Employees in continuous travel status in excess of one week who do not 
return home during that time, may claim reimbursement for laundry expenses during a period of 
time in which he/she is in continuous travel status; he/she is not eligible for reimbursement for 
laundry, dry cleaning or pressing in the first subsequent week. Original receipts must accompany 
claims for reimbursement. Receipts from credit cards are unacceptable, as are photocopied or 
duplicated receipts or receipts from credit cards are unacceptable. The employee's judgment is to 
be used regarding baggage handling expenses. 
Lodging 
1. Lodging expenses (room+ tax charges) must be reported in the lodging column on the 
Employee Expense Report form and must be reported separately for each day in which 
lodging is being claimed. 
2. Original receipts must accompany claims for reimbursement. Receipts from credit cards 
are unacceptable, as are photocopied or duplicated receipts. Canceled checks are 
unacceptable. 
3. If registration or lodging receipts are lost, it will be necessary to obtain duplicate copies of 
the receipts from the hotel or motel for lodging expenses. If it is not possible to obtain a 
duplicate copy of the receipt, it will be necessary to submit a notarized affidavit. 
4. When the lodging receipt covers a staff member and other non-university employees, the 
staff member can claim only the single room rate. 
5. Business telephone calls included in the lodging must be claimed separately under the 
"other expense" column of the Employee Expense Report form. Personal calls cannot 
exceed $2.00 a night, cumulative total. 
6. When two or more staff members share a room and share the cost, a copy of the lodging 
receipt must accompany each staff member's claim, with the total of the lodging charges 
being divided equally. Theoriginal copy ofthe lodging receipt must accompany one of the 
claims. 
7. When a staff member shares a room with another party (not an employee) the original 
receipt must be adjusted to show that only the single room rate is being claimed for 
reimbursement. 
Special Expenses 
If expenses above the allowed amount are to be incurred, a Request to Incur Special Expenses 
form must be completed and sent to the Business Office. 
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A d v a n c e s  
I f  y o u  n e e d  a  c a s h  a d v a n c e  f o r  a  t r i p  y o u  m u s t :  
1 .  C o m p l e t e  a  T r a v e l  R e q u i s i t i o n  f o r m  f o r  e a c h  i n d i v i d u a l  a t  l e a s t  t h r e e  w e e k s  i n  a d v a n c e  o f  t h e  
t r i p  a n d  s u b m i t  t o  B u s i n e s s  O f f i c e .  
2 .  C o m p l e t e  a  R e q u e s t  f o r  A p p r o v a l  t o  I n c u r  S p e c i a l  E x p e n s e s  ( i f  n e c e s s a r y )  a n d  s u b m i t  t o  
B u s i n e s s  O f f i c e .  
3 .  C o m p l e t e  a n  E m p l o y e e  E x p e n s e  R e p o r t  f o r m  a t  l e a s t  t w o  w e e k s  i n  a d v a n c e  a n d  s u b m i t  t o  
B u s i n e s s  O f f i c e .  
T o  o b t a i n  a  t r a v e l  a d v a n c e  a n t i c i p a t e d  o u t - o f - p o c k e t  e x p e n s e s  m u s t  b e  i n  e x c e s s  o f  $ 5 0 .  T h e  
T r a v e l  R e q u i s i t i o n  a n d  E m p l o y e e  E x p e n s e  R e p o r t  m u s t  b e  s u b m i t t e d  a t  l e a s t  t w o  w e e k s  i n  
a d v a n c e  o f  t h e  t r i p .  I f  a p p r o v e d ,  a  c h e c k  w i l l  b e  i s s u e d .  A f t e r  t h e  t r i p  i s  c o m p l e t e d ,  a n  E m p l o y e e  
E x p e n s e  R e p o r t  f o r m  w i t h  o r i g i n a l  r e c e i p t s  a t t a c h e d  m u s t  b e  c o m p l e t e d  w i t h i n  5  d a y s  a n d  
s u b m i t t e d  t o  t h e  B u s i n e s s  O f f i c e  f o r  s e t t l e m e n t .  I f  a d v a n c e s  a r e  n o t  s e t t l e d  w i t h i n  3 0  d a y s ,  t h e  
s t a t e  w i l l  i n i t i a t e  a  d e d u c t i o n  f r o m  t h e  i n d i v i d u a l ' s  p a y c h e c k  f o r  t h e  t o t a l  a m o u n t  o f  t h e  a d v a n c e  
( p l e a s e  n o t e  t h e  E m p l o y e e  E x p e n s e  R e p o r t  s i g n a t u r e  l i n e ) .  [ M & C  5 / 1 5 / 9 2 ]  
V E I D C L E  U S E  A N D  O P E R A T I O N  
A u t h o r i z e d  U s e  
O n l y  a u t h o r i z e d  d r i v e r s  a r e  p e r m i t t e d  t o  d r i v e  s t a t e  v e h i c l e s .  A u t h o r i z e d  d r i v e r s  a r e  d e f i n e d  a s  
s t a t e  e m p l o y e e s ,  c o n t r a c t  e m p l o y e e s  ( i f  t h e  a u t h o r i z a t i o n  t o  d r i v e  a  s t a t e  v e h i c l e  i s  s p e c i f i c a l l y  
p r o v i d e d )  a n d  s t u d e n t s  o n  s t a t e  p a y r o l l .  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 8 ,  p h o n e  
2 3 6 - 2 1 5 6 .  
V e h i c l e  O p e r a t i o n  
T h e  u n i v e r s i t y  h a s  t w e l v e - p a s s e n g e r  v a n s ,  f i f t e e n - p a s s e n g e r  v a n s ,  s t a t i o n - w a g o n s ,  a n d  s e d a n s  f o r  
u s e  b y  e m p l o y e e s  c o n d u c t i n g  u n i v e r s i t y - r e l a t e d  b u s i n e s s .  T o  r e s e r v e  a  v e h i c l e  f o r  a  s p e c i f i c  d a y ,  
c o m p l e t e  a  T r a v e l  R e q u i s i t i o n  a n d  t h e n  c a l l  t h e  M a i n t e n a n c e  D e p a r t m e n t  O f f i c e ,  p h o n e  2 3 6 -
2 6 6 2 .  [ M & C  5 / 1 5 / 9 2 ]  
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ABSENCE FROM DUTY 
It is the responsibility of each faculty member to report his/her temporary absence from duty. 
Application for absence from duty for unclassified employees is made on a Request for Paid 
Leave of Absence form available in the Human Resources Office or from the employee's 
department chairperson or supervisor. The completed form is to be submitted to the chairperson 
for processing. Questions concerning absence from duty can be directed to the appropriate 
supervisor or the Human Resources Office, phone 236-2157, Owens 210. [M&C 5115/92] 
APPOINTMENT 
Unclassified faculty at Moorhead State University are appointed to approved vacant allocations 
based on criteria including degrees, education, and experience in categories which include fixed 
term, adjunct, probationary, and tenured. MSUAASF employees are normally assigned 
prescribed position ranges and IFO members to a professional rank. The criteria for 
appointment are prescribed in Article 12 of the MSUAASF!MnSCU Agreement and Article 21 
of the IFO!MnSCU Agreement. In addition, appointment procedures must follow the steps 
established in the Moorhead State "Recruitment and Hiring Guidelines." [M&C 5115/92] 
ARBITRATION 
Arbitration is the final step in the grievance procedure as defined in the IFO!MnSCU Agreement, 
Article 25, Step IV and MSUAASF!MnSCU Agreement, Article 25, Section D. 
[M&C 5115/92] 
BARGAINING UNITS FOR CLASSIFIED STAFF 
Classified civil service employees at Moorhead State University who do not occupy confidential 
positions and whose employment equals or exceeds 14 hours per week, or 3 5 percent of a 40-
hour work week, for 67 days or more per year, have been assigned to one of seven bargaining 
units by the bureau of mediation services. The organizations listed here have been certified as the 
exclusive representatives for the following bargaining units by the director of mediation services. 
Bargaining Unit 
Unit 202, Maintenance and Labor 
Unit 203, Service 
Unit 206, Clerical and Office 
Unit 207, Technical 
Unit 214, Professional 
Unit 216, Supervisory 
Certified Representative 
AFSCME, Council 6 
AFSCME, Council 6 
AFSCME, Council 6 
AFSCME, Council 6 
Minn. Assoc. of Prof. Empl. 
Middle Management Assoc. 
Since exclusive representatives negotiate each bargaining unit's employment conditions, salary, 
and benefits, it is recommended that each employee refer to the appropriate bargaining unit 
agreement for additional information. All faculty and staff should contact the Human Resources 
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O f f i c e ,  p h o n e  2 3 6 - 2 1 5 7 ,  O w e n s  2 1 0 ,  f o r  c l a r i f i c a t i o n  a n d  c o u n s e l i n g  o n  m a t t e r s  p e r t a i n i n g  t o  
c l a s s i f i e d  c o n t r a c t  a d m i n i s t r a t i o n ,  l a b o r  r e l a t i o n s ,  a n d  g r i e v a n c e  m a t t e r s .  [ M & C  5 / 1 5 / 9 2 ]  
C O M M I T T E E S  
I n t r o d u c t i o n  
T h e  c o m m i t t e e  s t r u c t u r e  a t  M o o r h e a d  S t a t e  i s  d e s i g n e d  t o  p r o v i d e  t h e  u s e  o f  e x p e r t i s e  i n  
p l a n n i n g  a n d  d e c i s i o n  m a k i n g .  B y  s e r v i n g  o n  c o m m i t t e e s ,  m e m b e r s  c o n t r i b u t e  t o  
r e c o m m e n d a t i o n s  t h a t  a s s i s t  i n  c a r r y i n g  o u t  t h e  m i s s i o n  o f  t h e  U n i v e r s i t y .  
I .  D e f i n i t i o n s  
A .  C o m m i t t e e .  A  c o m m i t t e e  i s  a  g r o u p  o f  p e o p l e  w i t h  a  d e f i n e d  m e m b e r s h i p  
a p p o i n t e d  a n n u a l l y  ( o r  a s  o t h e r w i s e  n o t e d )  t o  p r o v i d e  e x p e r t i s e  a n d  
r e c o m m e n d a t i o n s  i n  a  p r e s c r i b e d  a r e a  o f  o n g o i n g  U n i v e r s i t y  a c t i v i t y .  
1 .  U n i v e r s i t y  C o m m i t t e e .  A  c o m m i t t e e  t h a t  i s  a p p o i n t e d  t o  c o n s i d e r  a r e a s  
a n d  a c t i v i t i e s  t h a t  h a v e  t h e  p o t e n t i a l  t o  a f f e c t  t h e  a c a d e m i c  c o m m u n i t y  a s  a  
w h o l e .  
2 .  P r o g r a n i m a t i c  C o m m i t t e e .  A  c o m m i t t e e  t h a t  i s  a p p o i n t e d  t o  c o n s i d e r  
c u r r i c u l a r  i s s u e s  o f  p r o g r a m s  t h a t  a r e  a p p r o v e d  t h r o u g h  t h e  e s t a b l i s h e d  
i n s t i t u t i o n a l  p r o c e s s  a n d  f o r  w h i c h  t w o  o r  m o r e  d e p a r t m e n t s  a r e  
r e s p o n s i b l e  f o r  o f f e r i n g  t h e  r e q u i s i t e  c o u r s e w o r k .  
3 .  D e p a r t m e n t a l  C o m m i t t e e .  A  c o m m i t t e e  a p p o i n t e d  b y  t h e  d e p a r t m e n t  t o  
c o n s i d e r  i s s u e s  i n t e r n a l  t o  t h e  d e p a r t m e n t  o r  t o  m a k e  r e c o m m e n d a t i o n s  o n  
b e h a l f  o f  t h e  d e p a r t m e n t  a s  a  w h o l e .  
4 .  S t u d e n t  A f f a i r s  C o m m i t t e e .  A  c o m m i t t e e ,  a  m a j o r i t y  o f  w h o m  a r e  
s t u d e n t s ,  t h a t  c o n s i d e r s  a r e a s  a n d  a c t i v i t i e s  o f  p r i m a r y  i m p o r t a n c e  t o  
s t u d e n t s  a n d  m a k e s  r e c o m m e n d a t i o n s  t o  t h e  P r e s i d e n t  o r  h i s / h e r  d e s i g n e e  
c o n c e r n i n g  t h e  s a m e .  
B .  T a s k  F o r c e .  A  t a s k  f o r c e  i s  a  g r o u p  o f  p e o p l e  a p p o i n t e d  t o  m a k e  r e c o m m e n d a t i o n s  
t o  t h e  P r e s i d e n t  a b o u t  a n  i n s t i t u t i o n a l  c o n c e r n .  U p o n  s u b m i s s i o n  a n d  
a c k n o w l e d g m e n t  o f  r e c o m m e n d a t i o n s  a  t a s k  f o r c e  c e a s e s  t o  e x i s t .  
I I .  A p p o i n t m e n t  
A .  A l l  c o m m i t t e e s  a r e  a p p o i n t e d  i n  c o m p l i a n c e  w i t h  e x i s t i n g  c o l l e c t i v e  b a r g a i n i n g  
a g r e e m e n t s  a n d  e s t a b l i s h e d  U n i v e r s i t y  p r o c e d u r e s .  
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B. To insure continuity, the term for most non-student committee appointments shall 
be January 1 - January 1, two-year terms. The exception are: 1) the Institutional 
Review Board (IRB) has three-year revolving terms for faculty, and 2) the 
Strategic Planning Committee (SPC) and the Strategic Budget Committee (SBC) 
have three-year staggered terms for non-student members. 
C. University Committees have a defined membership prescribed and established by 
mutual agreement of the faculty associations and the administration. Faculty 
members of those committees are appointed by the relevant faculty association 
(IFO/MSUAASF) after consultation with the President. Membership may include 
students and/or administrators and/or staff. 
D. Programmatic Committees are composed of representatives from the departments 
that offer the requisite coursework for the program. Faculty are appointed upon 
the recommendation of the President or his/her designee in consultation with the 
Faculty Associations. 
E. Departmental Committees are appointed through procedures democratically 
agreed upon by the department. (See A. above) 
F. Student Affairs Committees are appointed by the President or his/her designee in 
consultation with the Student Senate. Membership may include faculty and/or 
staff as well as administrators responsible for the area of consideration. 
G. Task Forces are appointed by the President after appropriate consultation with the 
relevant collective bargaining units. 
H. Student members on committees are chosen by the Council on Committees with 
the approval of the Student Senate. Students will be appointed in the spring/fall 
(awaiting a recommendation from the Student Senate) and serve for an academic 
year. 
I. Committee members from classified staff are selected by AFSCME. 
J. Faculty elect representatives to the AP AC, the SPC, and the SBC. All other 
groups follow the usual recommendation and appointment procedures. 
K. The continued need for the three independent committees: Liberal Studies, Liberal 
Studies Assessment, Institutional Assessment, should be reexamined during 1998-
99 academic year. 
III. Authority - Responsibility 
A. All committees and task forces are advisory to the President or his/her designee. 
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B .  A l l  c o m m i t t e e s  s u b s c r i b e  t o  R o b e r t s '  R u l e s  o f  O r d e r .  M i n u t e s  o f  a l l  c o m m i t t e e  
m e e t i n g s  s h o u l d  b e  f i l e d  w i t h  t h e  P r e s i d e n t  o r  h i s / h e r  d e s i g n e e  a n d  t h e  p r e s i d e n t s  
o f  t h e  f a c u l t y  a s s o c i a t i o n s  ( I F O / M S U A A S F ) ,  A F S C M E ,  a n d  S t u d e n t  S e n a t e .  
M i n u t e s  w i l l  a l s o  b e  f i l e d  o n  M S U ' s  i n t r a n e t .  
C .  A l l  c o m m i t t e e s  a n d  t a s k  f o r c e s  s h a l l  f i l e  a n  a n n u a l  r e p o r t  w i t h  t h e  P r e s i d e n t  o r  
h i s / h e r  d e s i g n e e  a n d  t h e  p r e s i d e n t s  o f  t h e  f a c u l t y  a s s o c i a t i o n s  ( I F O / M S U A A S F ) ,  
A F S C M E ,  a n d  S t u d e n t  S e n a t e .  
P r o g r a m m a t i c  C o m m i t t e e s  
C r i m i n a l  J u s t i c e  
E u r o s p r i n g  
G e r o n t o l o g y  P r o g r a m  
H u m a n  R e l a t i o n s  
I n d i a n  E d u c a t i o n  C o u n c i l  
I n s t i t u t i o n a l  A n i m a l  C a r e  a n d  U s e  
M a n a g e m e n t  I n f o r m a t i o n  S y s t e m s  
M a s t e r  o f  B u s i n e s s  A d m i n i s t r a t i o n  
M a s t e r  o f  L i b e r a l  A r t s  
M a s t e r  o f  P u b l i c  a n d  H u m a n  S e r v i c e  A d m i n i s t r a t i o n  
P a r a l e g a l  
P r e - P r o f e s s i o n a l  A d v i s o r y  
R a d i o i s o t o p e  S a f e t y  
T e a c h e r  P r e p a r a t i o n  
W h i t e  E a r t h  G r a n t  
W o m e n ' s  S t u d i e s / C e n t e r  
W r i t i n g  C e n t e r  
S t u d e n t  A f f a i r s  C o m m i t t e e s  
B o o k s t o r e  
C o m s t o c k  M e m o r i a l  U n i o n  
S t u d e n t  A c t i v i t i e s  B u d g e t  
S t u d e n t  C o n d u c t  
S t u d e n t  H e a l t h  A d v i s o r y  
S t u d e n t  O r g a n i z a t i o n  A d v i s o r y  
U n i v e r s i t y  C o m m i t t e e s  
A c a d e m i c  A p p e a l s  
A c a d e m i c  P o l i c y  A d v i s o r y  C o m m i t t e e  
A D A  A d v i s o r y  
A d m i s s i o n s  a n d  A d v i s i n g  
A f f i r m a t i v e  A c t i o n  
C u l t u r a l  D i v e r s i t y  
E n r o l l m e n t  M a n a g e m e n t  
E n v i r o n m e n t a l  H e a l t h  a n d  S a f e t y  
F a c i l i t i e s  a n d  G r o u n d s  
Personnel Policies and Procedures 
Faculty Development and Grants 
Financial Aid and Scholarship Advisory 
Financial Aid and Suspension Appeals 
Global Studies and International Affairs 
Graduate Studies 
Honors Program 
Institutional Assessment 
Institutional Outreach 
Institutional Review Board 
Liberal Studies 
Liberal Studies Assessment 
Parking 
Scholarship Awarding 
Strategic Budget 
Strategic Planning 
Student Computer Fee 
Technology 
Title IX 
Tuition Refund Appeals 
University Events 
CONSULTATION 
131 
Faculty members are permitted to engage in consultation consistent with the standards set forth 
in the IFO!MnSCU Agreement, Article 27, Section C, Subd. 1, as follows: 
Subd. lc. During a period of full-time employment, a faculty member shall not receive either an 
annual retaining fee or a regular salary from any external source unless the arrangement has been 
approved in advance by the President/designee. This provision does not apply to such things as 
the writing of books or articles, the creation of computer software or artistic works, or the giving 
of occasional speeches or consultations. 
Subd. 1 d. A full-time faculty member serving as a regular paid consultant or staff member for 
another Minnesota state agency shall do so with an appropriate leave of absence and deduction of 
pay at the university. 
DEPARTMENTCHAJRPERSONS 
Departmental chairpersons are nominated by the department and appointed by the President for a 
3-year term to provide academic and administrative coordination and to foster an environment 
which enhances individual and departmental growth and development. Full responsibilities and 
guidelines for chairperson selection and activities are detailed in the IFO!MnSCU Agreement, 
Article 20, Sections 
B-H and J. 
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D E P A R T M E N T S  
T h e  P r e s i d e n t  m a y ,  a f t e r  m e e t i n g  a n d  c o n f e r r i n g ,  d e s i g n a t e  o r  r e d e f m e  a c a d e m i c  d e p a r t m e n t s  
a n d  p r o g r a m s  c o n s i s t e n t  w i t h  t h e  u n i v e r s i t y ' s  m i s s i o n  a n d  s c o p e  o f  a c a d e m i c  a c t i v i t y .  A l l  
f a c u l t y  m e m b e r s  s h a l l  b e  m e m b e r s  o f  a t  l e a s t  o n e  d e p a r t m e n t .  D e p a r t m e n t s  o p e r a t e  t h r o u g h  a  
d e m o c r a t i c  p r o c e s s  a n d  i n  a  m a n n e r  c o n s i s t e n t  w i t h  u n i v e r s i t y  p r o c e d u r e s  a n d  p o l i c i e s  a s  d e f i n e d  
i n  t h e  I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 0 ,  S e c t i o n  A .  
D I S C I P L I N A R Y  A C T I O N  
D i s c i p l i n a r y  a c t i o n  m a y  b e  t a k e n  f o r  j u s t  c a u s e  a n d  t h e  b u r d e n  o f p r o o f l i e s  w i t h  t h e  e m p l o y e r .  
N o r m a l l y  d i s c i p l i n a r y  a c t i o n  s h a l l  b e  p r o g r e s s i v e ,  b e g i n n i n g  w i t h  o r a l  r e p r i m a n d ,  p r o c e e d i n g  t o  
w r i t t e n  r e p r i m a n d ,  t h e n  t o  s u s p e n s i o n ,  a n d  f i n a l l y  t o  d i s m i s s a l  a s  p r e s c r i b e d  i n  t h e  I F O ! M n S C U  
A g r e e m e n t ,  A r t i c l e  2 4 ,  S e c t i o n  A  a n d  t h e  M S U A A S F / M n S C U  A g r e e m e n t ,  A r t i c l e  2 3 .  
E M P L O Y E E  L I A B I L I T Y  
S e c u r i t y  A g a i n s t  L o s s  
A l l  e m p l o y e e s  o f  t h e  s t a t e ,  a c t i n g  i n  a n  o f f i c i a l  c a p a c i t y  w i t h i n  t h e  s c o p e  o f  t h e i r  l a w f u l  d u t i e s ,  
a r e  p r o t e c t e d  b y  t h e  T o r t  L i a b i l i t y  A c t  i n  M i n n e s o t a  S t a t u t e s  3 . 7 3 2 - 3 . 7 3 6 .  T h i s  i n d e m n i f i c a t i o n  
i s  s t a t e d  a s  f o l l o w s  i n  M . S .  3 . 7 3 6 ,  s u b d .  9 :  
" T h e  S t a t e  o f  M i n n e s o t a  s h a l l  d e f e n d ,  s a v e  h a r m l e s s ,  a n d  i n d e m n i f y  a n y  e m p l o y e e  o f  t h e  S t a t e  
a g a i n s t  a n y  t o r t  c l a i m  o r  d e m a n d ,  w h e t h e r  g r o u n d l e s s  o r  o t h e r w i s e ,  a r i s i n g  o u t  o f  a n  a l l e g e d  a c t  
o r  o m i s s i o n  i f  t h e  e m p l o y e e  p r o v i d e s  c o m p l e t e  d i s c l o s u r e  a n d  c o o p e r a t i o n  i n  t h e  d e f e n s e  o f  t h e  
c l a i m  o r  d e m a n d  . . .  a n d  i f ,  e x c e p t  f o r  e l e c t e d  e m p l o y e e s ,  t h e  e m p l o y e e ' s  a p p o i n t i n g  a u t h o r i t y  
c e r t i f i e s  t h a t  t h e  e m p l o y e e  w a s  a c t i n g  w i t h i n  t h e  s c o p e  o f  h i s  e m p l o y m e n t .  T h i s  d e t e r m i n a t i o n  
m a y  b e  o v e r r u l e d  b y  t h e  a t t o r n e y  g e n e r a l .  T h i s  s u b d i v i s i o n  d o e s  n o t  a p p l y  i n  c a s e s  o f  
m a l f e a s a n c e  i n  o f f i c e  o r  w i l l f u l  o r  w a n t o n  n e g l e c t  o f  d u t y . "  [ M & C  5 / 1 5 / 9 2 ]  
F A M I L Y  A N D  M E D I C A L  L E A V E  A C T  ( F M L A )  O F  1 9 9 3  
F M L A  r e q u i r e s  t h e  e m p l o y e r  t o  p r o v i d e  u p  t o  1 2  w e e k s  o f  u n p a i d ,  j o b - p r o t e c t e d  l e a v e  t o  
" e l i g i b l e "  e m p l o y e e s  f o r  c e r t a i n  f a m i l y  a n d  m e d i c a l  r e a s o n s .  E m p l o y e e s  a r e  e l i g i b l e  i f  t h e y  h a v e  
w o r k e d  f o r  t h e  S t a t e  o f  M i n n e s o t a  f o r  a t  l e a s t  o n e  y e a r  a n d  f o r  1 , 2 5 0  h o u r s  o f  t h e  p r e v i o u s  1 2  
m o n t h s .  
U n p a i d  l e a v e  m u s t  b e  g r a n t e d  f o r  a n y  o f  t h e  f o l l o w i n g  r e a s o n s :  
•  F o r  t h e  b i r t h  o f  a n  e m p l o y e e ' s  c h i l d ,  a n d  t o  c a r e  f o r  s u c h  c h i l d ,  
•  F o r  t h e  p l a c e m e n t  o f  a  c h i l d  f o r  a d o p t i o n ,  o r  f o s t e r  c a r e  f o r  a  c h i l d ,  
•  T o  c a r e  f o r  t h e  e m p l o y e e ' s  s p o u s e ,  s o n  o r  d a u g h t e r ,  o r  p a r e n t  w h o  h a s  a  s e r i o u s  h e a l t h  
c o n d i t i o n ,  o r  
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• For serious health condition that makes the employee unable to perform the employee's job. 
At the employee's or employer's option, certain kinds of leave may be substituted for unpaid 
leave. 
Advance Notice and Medical Certification: The employee may be required to provide advance 
leave notice and medical certification. Taking of leave may be denied if requirements are not 
met. 
• The employee ordinarily must provide 30 days advance notice when the leave is 
"foreseeable." 
• An employer may require medical certification to support a request for leave because of a 
serious health condition, and may require second or third opinions (at the employer's 
expense) and a fitness for duty report to return to work. 
Job Benefits and Protection: 
• For the duration of a FMLA qualifying leave, the employer must maintain the employee's 
health coverage under any "group health plan." 
• Upon return from a FMLA qualifying leave, most employees must be restored to their 
original or equivalent positions with equivalent pay, benefits, and other employment terms. 
• The use ofFMLA leave cannot result in the loss of any employment benefit that accrued 
prior to the start of an employee's leave. 
Unlawful Acts by Employers: FMLA makes it unlawful for any employer to: 
• Interfere with, restrain, or deny the exercise of any right provided under FMLA; 
• Discharge or discriminate against any person for opposing any practice made unlawful by 
FMLA or for involvement in any proceeding under or relating to FMLA. 
Enforcement: 
• The U.S. Department of Labor is authorized to investigate and resolve complaints of 
violations. 
• An eligible employee may bring a civil action against an employer for violations. 
FMLA does not affect any federal or state law prohibiting discrimination, or supersede any state 
or local law or collective bargaining agreement which provides greater family or medical leave 
rights. 
For additional information, contact the Human Resources Office, Owens 210. 
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G R A D U A T E  F A C U L T Y  A P P O I N T M E N T  
A p p o i n t m e n t  t o  t h e  g r a d u a t e  f a c u l t y  s h a l l  b e  a t  f u l l ,  a s s o c i a t e ,  o r  t e m p o r a r y  s t a t u s .  T h e  
a p p o i n t m e n t  c r i t e r i a ,  r e a p p o i n t m e n t  c r i t e r i a ,  a n d  d u t i e s  a n d  r e s p o n s i b i l i t i e s  a r e  a s  f o l l o w s :  
I .  C a t e g o r i e s  a n d  C r i t e r i a  f o r  M e m b e r s h i p  
A .  F u l l  M e m b e r s h i p  
I .  A p p o i n t m e n t  C r i t e r i a  
F u l l  m e m b e r s h i p  i n  t h e  g r a d u a t e  f a c u l t y  i s  r e s t r i c t e d  t o  p e r s o n s  w h o  h a v e  e a r n e d  a  
d o c t o r a t e  o r  .t h e  a p p r o p r i a t e  t e r m i n a l  d e g r e e  a n d  w h o  a r e  a c t i v e l y  p a r t i c i p a t i n g  i n  a t  
l e a s t  t h r e e  o f  t h e  p r o f e s s i o n a l  a c t i v i t i e s  l i s t e d  b e l o w .  E x c e p t i o n s  m a y  b e  c o n s i d e r e d  o n  
a n  i n d i v i d u a l  b a s i s .  
P r o f e s s i o n a l  a c t i v i t i e s :  
a .  T e a c h i n g  a t  t h e  g r a d u a t e  l e v e l  a t  a n o t h e r  a c c r e d i t e d  i n s t i t u t i o n  o r  a t  M o o r h e a d  S t a t e  
U n i v e r s i t y .  
b .  R e s e a r c h ,  s c h o l a r s h i p  o r  c r e a t i v i t y ,  a s  e v i d e n c e d  b y  p u b l i c a t i o n  r e c o r d s ,  s c h o l a r l y  
c o n f e r e n c e  p r e s e n t a t i o n ,  o r  e x h i b i t i o n .  
c .  S u p e r v i s i o n  o f  s t u d e n t ' s  p r o j e c t / t h e s i s  o r  p a r t i c i p a t i o n  o n  f i n a l  o r a l  e x a m i n a t i o n  
c o m m i t t e e ,  a s  e v i d e n c e d  b y  a  l i s t  o f  s t u d e n t s  a n d  y e a r .  
d .  S p e c i a l i z e d  f i e l d - b a s e d  a n d / o r  c l i n i c a l  e x p e r i e n c e .  
e .  P r o f e s s i o n a l  s e r v i c e  i n  t h e  f i e l d ,  s u c h  a s  p r o g r a m  c o o r d i n a t i o n ,  p r a c t i c u m  s u p e r v i s i o n ,  
d i r e c t i o n  o f  a  c l i n i c ,  g r a n t  w r i t i n g ,  s e r v i c e  a s  a n  o f f i c e r  i n  a  p r o f e s s i o n a l  o r g a n i z a t i o n ,  
a n d  o r g a n i z e r  o f  c o n f e r e n c e s .  
A p p o i n t m e n t s  t o  f u l l  m e m b e r s h i p  s t a t u s  a r e  f o r  f i v e  y e a r s .  F u l l  m e m b e r s  a r e  l i s t e d  i n  t h e  
G r a d u a t e  B u l l e t i n .  
2 .  R e a p p o i n t m e n t  C r i t e r i a  
F a c u l t y  m u s t  p r e s e n t  e v i d e n c e  o f  a t  l e a s t  t h r e e  o f  t h e  f o l l o w i n g  a c t i v i t i e s  c o n d u c t e d  d u r i n g  
t h e  m o s t  r e c e n t  t e r m  a s  f u l l  g r a d u a t e  f a c u l t y :  
a .  R e g u l a r  g r a d u a t e  l e v e l  c o u r s e  o f f e r i n g s .  
b .  R e s e a r c h ,  s c h o l a r s h i p ,  o r  c r e a t i v e  w o r k .  
c .  S u p e r v i s i o n  o f  s t u d e n t ' s  p r o j e c t / t h e s i s  o r  p a r t i c i p a t i o n  o n  f i n a l  o r a l  e x a m i n a t i o n  
c o m m i t t e e .  
d .  S p e c i a l i z e d  f i e l d - b a s e d  a n d / o r  c l i n i c a l  e x p e r i e n c e .  
e .  P r o f e s s i o n a l  s e r v i c e  i n  t h e  f i e l d .  
f .  A d d i t i o n a l  e d u c a t i o n .  
3 .  D u t i e s  a n d  R e s p o n s i b i l i t i e s  
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a. Teaches 500, 600, and 700 level courses. 
b. Supervises graduate student research. 
c. Serves on, and may chair, final oral exam committees. 
d. Acts as program advisor to students. 
e. May serve on the Graduate Studies Committee. 
B. Associate Membership 
1. Appointment Criteria 
Associate membership is open to: (1) new faculty who have attained a doctorate or the 
appropriate terminal degree, but who do not have sufficient experience in the professional 
activities listed below to qualify for full membership, and (2) current faculty of Moorhead 
State University who are completing the doctorate or appropriate terminal degree and are 
actively participating in at least two of the following professional activities. 
Professional activities: 
a. Teaching at the graduate level at another accredited institution or at Moorhead State 
University. 
b. Research, scholarship or creativity, as evidenced by publication records, scholarly 
conference presentation, or exhibition. 
c. Supervision of student's project/thesis or participation on final oral examination 
committee, as evidenced by a list of students and year. 
d. Specialized field-based or clinical experience. 
e. Professional service in the field, such as program coordination, practicum supervision, 
direction of a clinic, grant writing, service as an officer in a professional organization, 
and organizer of conferences. 
Associate status will be reviewed every two years. Associate members are listed in the 
Graduate Bulletin. 
2. Reappointment Criteria 
Faculty must present evidence of at least two of the following professional activities 
conducted during the most recent term as associate graduate faculty: 
a. Regular graduate level course offerings. 
b. Research, scholarship, or creative work. 
c. Supervision of student's project/thesis or participation on final oral examination 
committee. 
d. Specialized field-based and/or clinical experience. 
e. Professional service in the field. 
f. Additional education. 
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3 .  D u t i e s  a n d  R e s p o n s i b i l i t i e s  
a .  T e a c h e s  5 0 0 ,  6 0 0 ,  a n d  7 0 0  l e v e l  c o u r s e s .  
b .  S u p e r v i s e s  g r a d u a t e  s t u d e n t  r e s e a r c h .  
c .  S e r v e s  o n ,  a n d  m a y  c h a i r ,  f i n a l  o r a l  e x a m  c o m m i t t e e s .  
d .  A c t s  a s  p r o g r a m  a d v i s o r  t o  s t u d e n t s .  
e .  M a y  s e r v e  o n  t h e  G r a d u a t e  S t u d i e s  C o m m i t t e e .  
C .  T e m p o r a r v  M e m b e r s h i p  
1 .  T e m p o r a r y  m e m b e r s h i p  m a y  b e  g r a n t e d  b y  t h e  D e a n  o f  A c a d e m i c  S e r v i c e s  a f t e r  
c o n s u l t i n g  w i t h  t h e  a p p r o p r i a t e  p e r s o n s ,  f o r  e x a m p l e  d e p a r t m e n t  c h a i r ,  p r o g r a m  
c o o r d i n a t o r ,  o r  c o l l e g e  d e a n .  A p p o i n t m e n t  s h a l l  b e  f o r  a  p e r i o d  n o t  t o  e x c e e d  o n e  y e a r .  
T h e  l e n g t h  o f  t h e  t e m p o r a r y  a p p o i n t m e n t  s h a l l  b e  s p e c i f i e d  a t  a p p o i n t m e n t  t i m e  a n d  
s h a l l  b e  c o n s i s t e n t  w i t h  t h e  n a t u r e  o f  t h e  d u t i e s .  T e m p o r a r y  m e m b e r s h i p  m a y  b e  
g r a n t e d  t o :  
a .  F i x e d - t e r m  f a c u l t y  w h o  t e a c h  a n d  a d v i s e  i n  a  g r a d u a t e  p r o g r a m .  
b .  P e r s o n s  w i t h  u n i q u e  q u a l i f i c a t i o n s  t o  s e r v e  o n ,  b u t  n o t  c h a i r ,  f i n a l  o r a l  e x a m  
c o m m i t t e e s .  T h e s e  m a y  i n c l u d e ,  b u t  a r e  n o t  l i m i t e d  t o :  
1 .  M o o r h e a d  S t a t e  U n i v e r s i t y  f a c u l t y  w h o s e  c r e a t i v e  o r  r e s e a r c h  c r e d e n t i a l s  a r e  
a p p r o p r i a t e  t o  t h e  r e s e a r c h  t o p i c  o f  t h e  s t u d e n t .  
2 .  A  f a c u l t y  m e m b e r  f r o m  a n o t h e r  i n s t i t u t i o n  w h o  h a s  t h e  a p p r o p r i a t e  e x p e r t i s e  t o  
g u i d e  a  s t u d e n t ' s  r e s e a r c h  a n d  n o  s u c h  e x p e r t i s e  e x i s t s  o n  t h e  g r a d u a t e  f a c u l t y  
o f M o o r h e a d  S t a t e  U n i v e r s i t y .  
3 .  A p p r o p r i a t e l y  c r e d e n t i a l e d  p r o f e s s i o n a l s  i n  t h e  c o m m u n i t y .  
2 .  T e m p o r a r y  m e m b e r s  m a y  n o t  c h a i r  f i n a l  o r a l  e x a m  c o m m i t t e e s .  
3 .  E a c h  f a l l  s e m e s t e r ,  t h e  C r e d e n t i a l s  C o m m i t t e e ,  i n  c o n s u l t a t i o n  w i t h  t h e  D e a n  o f  A c a d e m i c  
S e r v i c e s  a n d  t h e  c o l l e g e  d e a n ,  s h a l l  c o n s i d e r  r e n e w a l  o f  t h e  t e m p o r a r y  m e m b e r s h i p  s t a t u s  
o f  f i x e d - t e r m  f a c u l t y .  T e m p o r a r y  m e m b e r s  a r e  n o t  l i s t e d  i n  t h e  G r a d u a t e  B u l l e t i n .  
I I .  P r o c e d u r e  f o r  A p p o i n t m e n t  t o  t h e  G r a d u a t e  F a c u l t y  
A .  A p p o i n t m e n t  t o  F u l l  o r  A s s o c i a t e  M e m b e r s h i p  
1 .  N o m i n a t i o n  
a .  N o m i n a t i o n s  m a y  b e  i n i t i a t e d  b y  t h e  p r o g r a m  o r  d e p a r t m e n t .  I n  t h e  c a s e  o f  a  
d e p a r t m e n t  c h a i r  o r  p r o g r a m  c o o r d i n a t o r ,  n o m i n a t i o n s  m a y  b e  i n i t i a t e d  b y  t h e  c o l l e g e  
d e a n .  
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b. Faculty may nominate themselves to the department, program, or college dean for 
consideration. 
c. The nominee shall fill out an "Application for Appointment to Graduate Faculty" form, 
developed by the Credentials Committee for the Graduate Studies Committee, which 
shows educational training and experience relating to the nomination. Nominees shall 
provide current curriculum vitae and other relevant materials or information. 
2. Review of the Nomination 
a. The college dean of the appropriate area shall review the credentials of the nominee in 
relation to the criteria for membership. Approval shall be indicated by signing the 
application form. 
b. The Credentials Committee of the Graduate Studies Committee shall review the 
credentials of the nominee in relation to the criteria for membership and shall indicate 
approval or disapproval. The Dean of Academic Services shall sign approvals for the 
Graduate Studies Committee and forward the nominations to the Vice President for 
Academic Affairs. 
c. The Vice President for Academic Affairs shall review the credentials of the nominee in 
relation to the criteria for membership and shall submit the list of nominees to the 
President 
3. Appointment 
The President shall make appointments to full and associate membership status in the 
graduate faculty after the nomination and review processes are concluded. 
B. Appointment of Temporary Members 
1. The department or program may nominate persons for temporary appointment. 
2. The nominee shall fill out an "Application for Temporary Membership in the Graduate 
Faculty" form. 
3. The Dean of Academic Services may appoint temporary members for a maximum of 
one year, subject to review at the next regularly scheduled meeting of the Credentials 
Committee. 
III. Periodic Review of the Graduate Faculty 
A. Purpose of the Review 
The quality of the master's degree in part depends upon the continued improvement of the 
quality and expertise of the graduate faculty. The review of graduate faculty is one means 
of accounting for or measuring the improvement in quality and expertise. It developed out 
of the current focus on assessment of the North Central Association. 
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B .  P r o c e d u r e  
1 .  R e v i e w s  o f  f u l l  m e m b e r s  s h a l l  b e  c o n d u c t e d  e v e r y  f i v e  y e a r s ;  r e v i e w s  o f  a s s o c i a t e  
m e m b e r s  s h a l l  b e  c o n d u c t e d  e v e r y  t w o  y e a r s .  T h e  r e v i e w  s h a l l  b e  b a s e d  o n  t h e  
p r e c e d i n g  f i v e - o r  t w o - y e a r  p e r i o d .  
2 .  I n d i v i d u a l s  s h a l l  s u b m i t  a n  " A p p l i c a t i o n  f o r  R e a p p o i n t m e n t  t o  t h e  G r a d u a t e  F a c u l t y "  
f o r m ,  c u r r e n t  c u r r i c u l u m  v i t a e ,  a n d  o t h e r  r e l e v a n t  m a t e r i a l s  o r  i n f o r m a t i o n .  
3 .  T h e  D e a n  o f  A c a d e m i c  S e r v i c e s  s h a l l  f o r w a r d  a  r e p o r t  o f  t h e  r e c o m m e n d a t i o n s  o f  t h e  
C r e d e n t i a l s  C o m m i t t e e  o f  t h e  G r a d u a t e  S t u d i e s  C o m m i t t e e  t o  t h e  A c a d e m i c  A f f a i r s  
C o u n c i l ,  t h e  A c a d e m i c  V i c e  P r e s i d e n t ,  a n d  t h e  P r e s i d e n t .  T h e  P r e s i d e n t  m a k e s  a l l  
a p p o i n t m e n t s  t o  t h e  g r a d u a t e  f a c u l t y  a n d  a f f i r m s  a l l  r e a p p o i n t m e n t s .  
4 .  M e m b e r s  w h o  h a v e  n o t  f u l f i l l e d  t h e  r e q u i r e m e n t s  f o r  f u l l  o r  a s s o c i a t e  m e m b e r s h i p  s h a l l  
b e  r e m o v e d  f r o m  g r a d u a t e  f a c u l t y  s t a t u s .  
5 .  T h e  P r e s i d e n t  s h a l l  n o t i f y  f a c u l t y  m e m b e r s  o f  t h e  a c t i o n  t a k e n .  
6 .  T h e  G r a d u a t e  A d m i n i s t r a t i v e  O f f i c e  s h a l l  m a i n t a i n  a  r e c o r d  o f  r e v i e w s  c o m p l e t e d ,  
i n c l u d i n g  t h e  n a m e s  o f  r e v i e w e r s .  
C .  A p p e a l s  
1 .  T h e  a p p e a l  s h a l l  b e  a d d r e s s e d  i n  w r i t i n g  t o  t h e  D e a n  o f  A c a d e m i c  S e r v i c e s .  T h e  f a c u l t y  
m e m b e r  s h a l l  r e q u e s t  a  m e e t i n g  w i t h  t h e  C r e d e n t i a l s  C o m m i t t e e  a n d  p r e s e n t  f u r t h e r  
e v i d e n c e  o f  p r o f e s s i o n a l  a c t i v i t i e s  c o n d u c t e d  d u r i n g  t h e  p e r i o d  u n d e r  r e v i e w .  
2 .  I n  t h e  e v e n t  t h a t  s a t i s f a c t o r y  r e s o l u t i o n  i s  n o t  a c h i e v e d ,  t h e  f a c u l t y  m e m b e r  m a y  a p p e a l  
t o  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  a n d  t o  t h e  P r e s i d e n t .  
[ A P A C  0 5 / 0 2 / 9 5 ]  
G R I E V A N C E  P R O C E D U R E  
I n  t h e  e v e n t  a  c o m p l a i n t  a r i s e s  b e t w e e n  t h e  e m p l o y e e  a n d  t h e  e m p l o y e r  w h i c h  c a n n o t  b e  s e t t l e d  
i n f o r m a l l y ,  a  g r i e v a n c e  p r o c e d u r e  h a s  b e e n  e s t a b l i s h e d ,  t h e  t e r m s  a n d  s t e p s  o f  w h i c h  a r e  
d e s c r i b e d  i n  t h e  I F O ! M n S C U  A g r e e m e n t ,  A r t i c l e  2 8  a n d  t h e  M S U A A S F ! M n S C U  A g r e e m e n t ,  
A r t i c l e  2 5 .  
I M M I G R A T I O N  R E F O R M  A N D  C O N T R O L  A C T  
T h e  F e d e r a l  I m m i g r a t i o n  R e f o r m  a n d  C o n t r o l  A c t  o f  1 9 8 6  w a s  s i g n e d  b y  P r e s i d e n t  R e a g a n  o n  
N o v e m b e r  6 ,  1 9 8 8 .  T h e  l a w  s e e k s  t o  p r e v e n t  e m p l o y m e n t  o f  a l i e n s  n o t  a u t h o r i z e d  t o  w o r k  b y  t h e  
I m m i g r a t i o n  a n d  N a t u r a l i z a t i o n  S e r v i c e  ( I N S ) .  T h e  l a w  s t a t e s :  " I t  i s  u n l a w f u l  f o r  a  p e r s o n  o r  
o t h e r  e n t i t y  t o  h i r e ,  o r  t o  r e c r u i t  o r  r e f e r  f o r  a  f e e ,  f o r  e m p l o y m e n t  i n  t h e  U n i t e d  S t a t e s  o r  t o  
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continue to employ an alien, knowing the alien is an unauthorized alien .. with respect to such 
employment." 
There are three provisions of the law. They are: 
1. Amnesty Provisions. This portion of the law allows illegal aliens to apply for lawful 
permanent resident status under a variety of eligibility requirements. Aliens applying for 
this program will receive a temporary work authorization permit until a final determination 
is made by INS. 
2. Employer Sanctions. This portion of the law prohibits the employment of aliens not 
authorized to work. This includes the "Paperwork Provisions" requiring an employer to 
review and retain proper documentation that each and every employee hired on or after 
November 7, 1986 does meet citizenship or work authorization requirements. 
3. Anti-Discrimination Provisions. This portion prohibits discrimination against aliens who 
are authorized to work in this country. 
Every United States worker hired on or after November 6, 1986 must present documents to prove 
identity and employment authorization. Failure of employers to follow the requirements could 
result in penalties, imprisonment or both. 
In compliance with the Immigration Reform and Control Act of 1986. Moorhead State 
University hires only U.S. Citizens and lawfully authorized alien workers. This Act requires 
employers to complete a verification form (Form I-9) for all employees hired after November 6, 
1986. This form must be completed within three business days of the date ofhire, and the 
employer must physically examine documentation from the individual establishing identity and 
employment eligibility. The University Human Resources Office, phone 236-2157, Owens 210, 
will provide further information regarding the provisions of the Act and employer/employee 
responsibilities. [M&C 5/15/92] 
INSURANCE 
The prospective employee should take the opportunity to explore health coverage with a member 
of the Human Resources Office . The Employer agrees to offer a Group Insurance Program that 
includes health, dental, life, and disability coverages. There are a variety of options for the 
employee and his/her dependents. IFO!MnSCU Agreement, Article 14 and MSUAASF/MnSCU 
Agreement, Article 13. 
LEAVES 
Regulations related to leaves for unclassified employees are found in the current and appropriate 
bargaining unit agreements (IFO!MnSCU Agreement, Articles 17 and 18; MSUAASF!MnSCU 
Agreement, Articles 18 and 19). For unclassified employees not covered by either collective 
bargaining agreements, the MnSCU regulations will apply. The provisions of the labor 
agreements and the MnSCU Board regulations affect such areas an annual leave, sick leave, 
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e m e r g e n c y  l e a v e ,  b e r e a v e m e n t  l e a v e ,  m i l i t a r y  l e a v e ,  c o u r t  r e l a t e d  l e a v e s ,  s a b b a t i c a l  l e a v e  w i t h  
p a y ,  a n d  o t h e r  l e a v e s  o f  a b s e n c e  w i t h o u t  p a y .  
L E G A L  A S S I S T A N C E  
T h e  u n i v e r s i t y  r e c e i v e s  l e g a l  g u i d a n c e  a n d  a d v i c e  f r o m  t h e  S t a t e  A t t o r n e y  G e n e r a l ' s  O f f i c e .  
R e q u e s t s  f o r  i n f o r m a t i o n  a n d / o r  q u e s t i o n s  o f  a  l e g a l  n a t u r e  s h o u l d  b e  r e f e r r e d  t o  t h e  O f f i c e  o f  
A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 8 ,  p h o n e  2 3 6 - 2 0 7 3 .  [ M & C  5 / 1 5 / 9 2 ]  
M E E T  A N D  C O N F E R  
M e e t  a n d  C o n f e r  i s  t h e  e x c h a n g e  o f  v i e w s  a n d  c o n c e r n s  b e t w e e n  e m p l o y e r s  a n d  t h e i r  r e s p e c t i v e  
e m p l o y e e s  a t  m e e t i n g s  s c h e d u l e d  f o r  t h i s  p u r p o s e  i n  a c c o r d a n c e  w i t h  t h e  I F O / M n S C U  
A g r e e m e n t ,  A r t i c l e  6 ,  S e c t i o n  B a n d  M S U A A S F ! M n S C U  A g r e e m e n t ,  A r t i c l e  7 ,  S e c t i o n  B a n d  
t h e  a p p l i c a b l e  p r o v i s i o n  o f  P  . E . L . R . A .  
M I S C O N D U C T  I N  R E S E A R C H  O R  S C H O L A R L Y  A C T I V I T Y  
I .  P h i l o s o p h y  
M o o r h e a d  S t a t e  U n i v e r s i t y  i s  c o m m i t t e d  t o  i n t e g r i t y  i n  r e s e a r c h  o r  s c h o l a r l y  a c t i v i t y  b y  f a c u l t y  
a n d  s t a f f  a n d  w i l l  d e a l  p r o m p t l y  a n d  f a i r l y  w i t h  a n y  a l l e g a t i o n  o f  m i s c o n d u c t  i n  r e s e a r c h  
p u r s u a n t  t o  t h e  f o l l o w i n g  p r o c e d u r e s  a d m i n i s t e r e d  b y  t h e  V i c e  P r e s i d e n t  o f  A c a d e m i c  A f f a i r s  
( V P A A ) ,  P r e s i d e n t  o f  t h e  M o o r h e a d  S t a t e  U n i v e r s i t y  F a c u l t y  A s s o c i a t i o n ,  o r  c h i e f  r e p r e s e n t a t i v e  
o f  a n y  a p p r o p r i a t e  b a r g a i n i n g  u n i t  o f  t h e  i n v o l v e d  i n d i v i d u a l s  a n d  a p p r o p r i a t e  D e a n  o r  V i c e  
P r e s i d e n t  ( h e r e a f t e r  r e f e r r e d  t o  a s  S c r e e n i n g  C o m m i t t e e ) .  
I I .  D e f i n i t i o n  
A c a d e m i c  m i s c o n d u c t  i n v o l v e s  s o m e  f o r m  o f  f r a u d u l e n t  b e h a v i o r  t h a t  e n t a i l s  a n  a c t  o f  d e c e p t i o n  
w h e r e b y  o n e ' s  w o r k  o r  t h e  w o r k  o f  o t h e r s  i s  m i s r e p r e s e n t e d .  M i s c o n d u c t  i s  d i s t i n g u i s h e d  f r o m  
h o n e s t  e r r o r  a n d  f r o m  a m b i g u i t i e s  o f  i n t e r p r e t a t i o n  t h a t  a r e  i n h e r e n t  i n  t h e  s c i e n t i f i c  p r o c e s s .  
F u r t h e r ,  m i s c o n d u c t  i n v o l v e s  s i g n i f i c a n t  b r e a c h e s  o f  r e s e a r c h  i n t e g r i t y  t h a t  m a y  t a k e  n u m e r o u s  
f o r m s  s u c h  a s ,  b u t  n o t  l i m i t e d  t o ,  t h o s e  o u t l i n e d  b e l o w :  
A .  F a b r i c a t i o n  a n d  F a l s i f i c a t i o n  o f  D a t a  
F a b r i c a t i o n  a n d  f a l s i f i c a t i o n  o f  d a t a  r a n g e s  f r o m  c r e a t i n g  d a t a  t o  d e c e p t i v e  s e l e c t i v e  
r e p o r t i n g  o f  f i n d i n g s  a n d  p u r p o s e f u l  o m i s s i o n  o f  c o n f l i c t i n g  d a t a .  
B .  I m p r o p r i e t i e s  o f  A u t h o r s h i p  
P l a g i a r i s m  a n d  o t h e r  i m p r o p e r  a s s i g n m e n t  o f  c r e d i t  s u c h  a s  e x c l u d i n g  o t h e r s ,  o r  c l a i m i n g  
t h e  w o r k  o f  a n o t h e r  a s  o n e ' s  o w n .  
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C. Misappropriation of Other's Ideas 
Unauthorized use of information or influence gained by privileged access, such as service 
on peer review panels, editorial boards and policy boards of research funding 
organizations. 
D. Violation of Generally Accepted Research Practices 
Intentional manipulation of experiments to obtain biased results; improper statistical 
analytical manipulations. 
E. Violation of Federal. State, or University Rules Governing Research or Scholarly Activity 
Including, but not limited to, those regarding use of funds, care of animals, human subjects, 
investigational drugs, DNA, new devices, and radioactive, biological, or chemical 
materials. 
F. Inappropriate Behavior in Relation to Misconduct 
Includes inappropriate accusation of misconduct, withholding or destruction of information 
relevant to a claim of misconduct, and retaliation against persons involved in the 
allegations or investigation of misconduct. 
III. Compliance 
All procedures used in investigating misconduct must be in compliance with the appropriate 
bargaining unit agreement and applicable state and federal laws. 
IV. Disposition of Allegations 
A. Initial Phase 
1. Questions about, or suspicions of, misconduct in research or scholarly activity should 
be brought to the attention of the VP AA for confidential counseling and possible 
informal resolution. 
2. Official allegations of misconduct shall be presented to the Screening Committee in 
writing. The Screening Committee will acknowledge allegations in writing to the 
person or persons bringing charges. A copy of the written allegations shall be provided 
to the subject of the inquiry. 
B. Review and Decision of Initial Findings 
1. In reviewing the allegation, the Screening Committee must discuss independently with 
each of the parties the issues involved with the possibility and hope of resolution at this 
stage ofthe inquiry. The Screening Committee must decide within 15 working days of 
receipt of written complaint of alleged misconduct whether to refer the allegations to 
the Committee of Inquiry. The decision for referral must be by majority vote. The 
party charged must be informed in writing of the decision. 
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C .  C o m m i t t e e  o f l n q u i r y  
1 .  T h e  C o m m i t t e e  o f  I n q u i r y  i s  a  s t a n d i n g  s u b  committe~ o f  t h e  F a c u l t y  D e v e l o p m e n t  a n d  
G r a n t s  C o m m i t t e e .  I t  i s  c o m p r i s e d  o f  t h r e e  f a c u l t y  r e p r e s e n t a t i v e s  a n d  o n e  M S U A A S F  
r e p r e s e n t a t i v e .  ( I f  t h e  C o m m i t t e e  o f  I n q u i r y  d e e m s  i t  n e c e s s a r y ,  o n e  o f  t h e s e  f o u r  
m e m b e r s  m a y  b e  r e p l a c e d  b y  a n  e x p e r t  i n  t h e  f i e l d  o f  t h e  r e s e a r c h e r  o r  s c h o l a r  b e i n g  
c h a r g e d . )  T h e  f i f t h  m e m b e r  o f  t h e  C o m m i t t e e  o f  I n q u i r y  m a y  b e  c h o s e n  b y  t h e  
p e r s o n (  s )  b e i n g  a c c u s e d .  
2 .  T h e  S c r e e n i n g  C o m m i t t e e  s h a l l  c h a r g e ,  i n  w r i t i n g ,  t h e  C o m m i t t e e  o f  I n q u i r y  t o  c o n d u c t  
a  c o n f i d e n t i a l  i n q u i r y  b a s e d  o n  s e p a r a t e  c o m m u n i c a t i o n s  w i t h  t h e  p a r t i e s .  T h e  p u r p o s e  
o f  t h e  i n q u i r y  i s  t o  d e t e r m i n e  i f  t h e r e  i s  r e a s o n  t o  b e l i e v e  t h a t  m i s c o n d u c t  h a s  o c c u r r e d .  
T h e  i n q u i r y  s h o u l d  b e  l i m i t e d  t o  a c t i v i t i e s  n e c e s s a r y  t o  d e t e r m i n e  w h e t h e r  t o  
r e c o m m e n d  a  f o r m a l  i n v e s t i g a t i o n .  T h e  i d e n t i t i e s  o f  t h e  p a r t i e s  w i l l  b e  k e p t  
c o n f i d e n t i a l  b y  m e m b e r s  o f  t h e  C o m m i t t e e .  
3 .  T h e  C o m m i t t e e  o f l n q u i r y  h a s  3 0  w o r k i n g  d a y s  f r o m  t h e  d a y  i t  r e c e i v e s  t h e  w r i t t e n  
n o t i f i c a t i o n  f r o m  t h e  S c r e e n i n g  C o m m i t t e e  t o  c o n d u c t  t h e  i n q u i r y  i n c l u d i n g  c o m p l e t i o n  
o f  t h e  w r i t t e n  r e p o r t  o f  f i n d i n g s .  I f t h e  i n q u i r y  c a n n o t  b e  r e a s o n a b l y  c o m p l e t e d  w i t h i n  
3 0  w o r k i n g  d a y s ,  t h e  C o m m i t t e e  m a y  r e q u e s t  a n  e x t e n s i o n  o f  u p  t o  3 0  c a l e n d a r  d a y s  
f r o m  t h e  S c r e e n i n g  C o m m i t t e e .  
4 .  I f  t h r e e  o r  m o r e  m e m b e r s  o f  t h e  C o m m i t t e e  o f l n q u i r y  r e c o m m e n d  t h a t  a  f o r m a l  
i n v e s t i g a t i o n  b e  c o n d u c t e d ,  t h e  S c r e e n i n g  C o m m i t t e e  m u s t  a s k  t h e  P r e s i d e n t  t o  a p p o i n t  
a  C o m m i t t e e  o f  I n v e s t i g a t i o n .  I f  o n l y  o n e  o r  t w o  m e m b e r s  o f  t h e  C o m m i t t e e  o f  I n q u i r y  
r e c o m m e n d  a  f o r m a l  i n v e s t i g a t i o n ,  t h e  S c r e e n i n g  C o m m i t t e e  b y  m a j o r i t y  v o t e  m a y  
d i s m i s s  t h e  a l l e g a t i o n .  
5 .  I f  t h e  a l l e g a t i o n  o f  m i s c o n d u c t  h a s  b e e n  m a d e  i n  g o o d  f a i t h ,  e v e n  i f  t h e  C o m m i t t e e  o f  
I n q u i r y  i s  n o t  a b l e  t o  s u b s t a n t i a t e  i t ,  t h e  u n i v e r s i t y  m u s t  p r o t e c t  t h e  p e r s o n  m a k i n g  t h e  
a l l e g a t i o n ,  i n  k e e p i n g  w i t h  t h e  f e d e r a l  a n d  t h e  s t a t e  " w h i s t l e b l o w e r "  p o l i c i e s .  T h e  
i n s t i t u t i o n  m u s t  g u a r d  a g a i n s t  n e g a t i v e  r e p e r c u s s i o n s  t o  t h e  w h i s t l e b l o w e r .  
6 .  I n  t h e  e v e n t  t h e  C o m m i t t e e  o f l n q u i r y  d e t e r m i n e s  t h a t  t h e  a l l e g a t i o n s  h a v e  b e e n  m a d e  
i n  a  c a p r i c i o u s  o r  m a l i c i o u s  m a n n e r ,  i t  w i l l  r e p o r t  t h i s  t o  t h e  S c r e e n i n g  C o m m i t t e e  f o r  
a p p r o p r i a t e  d i s c i p l i n a r y  a c t i o n .  
7 .  W h e n  a  d e c i s i o n  i s  m a d e  t o  e s t a b l i s h  a  C o m m i t t e e  o f  I n v e s t i g a t i o n ,  t h e  p a r t y  c h a r g e d  
m u s t  b e  i n f o r m e d  i n  w r i t i n g  b y  V P A A  o f t h e  e x a c t  c h a r g e s  a n d  g i v e n  1 5  w o r k i n g  d a y s  
f r o m  t h e  d a t e  o n  t h e  w r i t t e n  m e m o  t o  r e s p o n d  i n  w r i t i n g  p r i o r  t o  i n i t i a t i n g  t h e  
i n v e s t i g a t i o n .  S p o n s o r i n g  a g e n c i e s  s h a l l  b e  i n f o r m e d  i f  a p p r o p r i a t e  o r  m a n d a t e d .  
8 .  T h e  o f f i c e  o f V P A A  s h a l l  m a i n t a i n  i n  a  s e c u r e  m a n n e r  a l l  d o c u m e n t a t i o n  r e l a t i n g  t o  t h e  
i n q u i r y ,  i n c l u d i n g  t h e  w r i t t e n  r e p o r t ,  f o r  a  p e r i o d  o f  a t  l e a s t  t h r e e  y e a r s  a f t e r  t h e  
c o m p l e t i o n  o f  t h e  i n q u i r y .  
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D. Committee of Investigation 
1. The Committee of Investigation will be an ad hoc committee of five members. The 
President of the university will appoint the members in consultation with the Screening 
Committee. One member of the Committee will have been part of the Committee of 
Inquiry. At least one will be an expert from outside the university. 
2. The Office of Scientific Integrity, a component within the Office of the Director of the 
National Institutes of Health, will be notified in writing by the VP AA that an 
investigation will be conducted if the situation is related to a Public Health Services 
Grant (Department of Health and Human Services). The notification will take place 
within 72 ho.urs of the decision to investigate. 
3. The Screening Committee shall charge, in writing, the Committee of Investigation to 
conduct a thorough investigation of the allegation to determine if misconduct has 
occurred. The Committee should have access to all persons and information needed to 
determine the extent to which misconduct has occurred. Otherwise, the investigation 
should be confidential. The investigation must commence within 30 calendar days of 
the completion of the inquiry. 
4. The Committee oflnvestigation has 90 calendar days from the receipt of written 
charges from the Screening Committee to complete the investigation, including 
preparation of the written report. 
5. The Committee oflnvestigation will prepare a written report which thoroughly 
documents the extent to which misconduct has occurred. This report will be given to 
the Screening Committee and to the person(s) under investigation. In addition, the 
Committee of Investigation may recommend to the Screening Committee a course of 
action based on their findings. 
6. All documentation concerning the allegation and findings will be kept in the office of 
the VP AA for three years following the acceptance of the final report. The Federal 
agency involved will receive a copy of the final report, as will the college dean or vice 
president and the President. The VP AA shall take appropriate administrative action to 
protect Federal funds and ensure that the purposes of Federal financial assistance are 
being carried out. 
E. Appeal 
The person(s) under investigation has 30 calendar days following the receipt of the report 
from the Committee of Investigation to file an appeal of the findings of the Committee with 
the President, whose decision shall be fmal. 
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F .  D e t e r m i n a t i o n  o f  A c t i o n  
1 .  F o l l o w i n g  t h e  P r e s i d e n t ' s  d e c i s i o n ,  b a s e d  o n  t h e  r e p o r t  a n d  f o l l o w i n g  a n y  a p p e a l  
t h e r e f r o m ,  t h e  V P  A A  w i l l  d e t e r m i n e  a n d  t a k e  a p p r o p r i a t e  a c t i o n  w h i c h ,  i n  a d d i t i o n  t o  
t h e  n o t i f i c a t i o n  o f  f u n d i n g  a g e n c i e s ,  j o u r n a l s ,  c o - a u t h o r s ,  a n d  p r o f e s s i o n a l  
o r g a n i z a t i o n s  a n d / o r  l i c e n s i n g  b o a r d s ,  m a y  i n c l u d e  s p e c i f i c  s a n c t i o n s  w i t h  r e f e r r a l  t o  
t h e  c o g n i z a n t  u n i v e r s i t y  o f f i c e r  f o r  d i s c i p l i n a r y  a c t i o n .  
2 .  I m p o s i t i o n  o f  s a n c t i o n s  o r  d i s c i p l i n a r y  a c t i o n s  s h a l l  b e  p u r s u a n t  t o  u n i v e r s i t y  
p r o c e d u r e s  g o v e r n e d  b y  t h e  a g r e e m e n t  b e t w e e n  t h e  a p p r o p r i a t e  b a r g a i n i n g  u n i t  a n d  t h e  
M i n n e s o t a  S t a t e  C o l l e g e s  a n d  U n i v e r s i t i e s  r e l a t i n g  t o  g r i e v a n c e s  o r  a p p e a l s  a n d  
p u r s u a n t  t o  a n y  h e a r i n g s  o r  a p p e a l s  a c c o r d e d  t o  i n d i v i d u a l s  s u b j e c t  t o  d i s m i s s a l  f o r  
c a u s e .  
3 .  U n i v e r s i t y  p r o c e d u r e s  s h a l l  b e  d e s i g n e d  t o  e n s u r e  a p p r o p r i a t e  c o n f i d e n t i a l i t y  a n d  
p r o t e c t i o n  o f  t h e  r i g h t s  o f  a l l  i n v o l v e d  p a r t i e s  a n d  s h a l l  c o m p l y  w i t h  t h e  p r o v i s i o n s  o f  
t h e  M i n n e s o t a  D a t a  P r a c t i c e s  A c t .  
G .  P u b l i c  H e a l t h  S e r v i c e  G r a n t s  ( D e p a r t m e n t  o f  H e a l t h  a n d  H u m a n  S e r v i c e s )  
I f  t h e  s i t u a t i o n  i s  r e l a t e d  t o  a  P u b l i c  H e a l t h  S e r v i c e  G r a n t  ( D e p a r t m e n t  o f  H e a l t h  a n d  
H u m a n  S e r v i c e s ) ,  t h e  V P  A A  i s  r e s p o n s i b l e  f o r  n o t i f y i n g  t h e  O f f i c e  o f  S c i e n t i f i c  I n t e g r i t y ,  a  
c o m p o n e n t  w i t h i n  t h e  O f f i c e  o f t h e  D i r e c t o r  o f t h e  N a t i o n a l  I n s t i t u t e s  o f  H e a l t h ,  i f  t h e  
V P  A A  d e t e r m i n e s  a t  a n y  s t a g e  o f  t h e  i n i t i a l  p h a s e ,  i n q u i r y ,  o r  i n v e s t i g a t i o n  t h a t  a n y  o f  t h e  
f o l l o w i n g  c o n d i t i o n s  e x i s t :  
1 .  T h e r e  i s  a n  i m m e d i a t e  h e a l t h  h a z a r d  i n v o l v e d ;  
2 .  T h e r e  i s  a n  i m m e d i a t e  n e e d  t o  p r o t e c t  F e d e r a l  f u n d s  o r  e q u i p m e n t ;  
3 .  T h e r e  i s  a n  i m m e d i a t e  n e e d  t o  p r o t e c t  t h e  i n t e r e s t s  o f  t h e  p e r s o n ( s )  m a k i n g  t h e  
a l l e g a t i o n s  o r  o f  t h e  i n d i v i d u a l ( s )  w h o  i s  t h e  s u b j e c t  o f  t h e  a l l e g a t i o n s  a s  w e l l  a s  h i s / h e r  
c o - i n v e s t i g a t o r s  a n d  a s s o c i a t e s ,  i f  a n y ;  
4 .  I t  i s  p r o b a b l e  t h a t  t h e  a l l e g e d  i n c i d e n t  i s  g o i n g  t o  b e  r e p o r t e d  p u b l i c l y ;  o r  
5 .  T h e r e  i s  a  r e a s o n a b l e  i n d i c a t i o n  o f  p o s s i b l e  c r i m i n a l  v i o l a t i o n .  I n  t h a t  i n s t a n c e ,  t h e  
V P  A A  m u s t  i n f o r m  t h e  O f f i c e  o f  S c i e n t i f i c  I n t e g r i t y  w i t h i n  2 4  h o u r s  o f  o b t a i n i n g  t h a t  
i n f o r m a t i o n .  [ A P A C  1 2 / 0 5 / 9 5 ,  M o d i f i e d ,  1 / 1 5 / 9 7 ]  
O F F I C E  A N D  W O R K  H O U R S  
A d m i n i s t r a t i v e  o f f i c e s  a r e  o p e n  a n d  s t a f f e d  f r o m  8 : 0 0 a . m .  t o  5 : 0 0 p . m .  I n d i v i d u a l  o f f i c e s  m a y  
o p e n  e a r l i e r  o r  c l o s e  l a t e r  d e p e n d i n g  o n  s t a f f  s c h e d u l e s  a n d  c l i e n t e l e  n e e d s .  N o r m a l l y ,  t e a c h i n g  
f a c u l t y  w i l l  b e  r e s p o n s i b l e  f o r  t e n  ( 1 0 )  o f f i c e  h o u r s  w e e k l y  f o r  s t u d e n t  a d v i s i n g  a n d  o t h e r  
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contacts with students. Workload is administered consistent with Article 10 of the IFO/MnSCU 
Agreement and Article 11 ofthe MSUAASF/MnSCU Agreement. 
OVERLOAD 
Additional assignments acceptable to the faculty member, such as teaching extended campus 
offerings, may be assigned to the unclassified staff members consistent with Article 12 ofboth 
the IFO/MnSCU Agreement and MSUAASF/MnSCU Agreement. Unclassified employees' 
overload assignments will be paid at the rate provided in the current collective bargaining 
agreements or local policy for Excluded Administrators. Normally, total overload shall not 
exceed 6 semester hours per academic year. 
PATENTSANDINTELLECTUALPROPERTY 
A faculty member shall be entitled to complete ownership and control of any patentable 
discoveries or inventions, or of intellectual property, except where the faculty member's normal 
workload was reduced for purposes of the development project, where the university has 
provided substantial support for or involvement in the project, or where inventions or discoveries 
are produced as a result of agreements or contracts between the university and external sponsors. 
See IFO/MnSCU Agreement, Article 27, Section C, subd. 4 for specifics. 
PERSONNEL FILES 
The University maintains one (1) official personnel file for each employee to which the employer 
may have access consistent with the law. Regulations for the inclusion or exclusion of materials 
and access to the same are detailed in the IFO/MnSCU Agreement, Article 9 and the 
MSUAASF/MnSCU Agreement, Article 6. 
PRIVACY ACT REQillREMENTS 
Employee Data 
Minnesota law provides that any employee asked to supply private or confidential data has the 
right to be informed of the purpose and intended use of the data, whether they may legally refuse 
to supply data requested, any consequences arising from their supplying or refusing to supply 
data, and who is authorized to receive the data. Upon request to the responsible authority, 
employees must be informed, without charge, whether they are the subject of stored public or 
private data and may request an interpretation of the data. The accuracy or completeness of the 
public or private data may be contested following procedures outlined in M.S. 14.57-14.62 
(1988). The IFO/MnSCU Agreement, Article 9 and the MSUAASF/MnSCU Agreement, Article 
6 describe practices and procedures for Personnel Files. 
Data Privacy 
Access to employee records shall be in accordance with the Minnesota Data Practices Act. 
Public data on all current and former employees includes, but is not limited to: name, actual 
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g r o s s  s a l a r y ,  s a l a r y  r a n g e ,  c o n t r a c t  f e e s ,  v a l u e  a n d  n a t u r e  o f  e m p l o y e r - p a i d  f r i n g e  b e n e f i t s ,  j o b  
t i t l e ,  j o b  d e s c r i p t i o n ,  p r e v i o u s  w o r k  e x p e r i e n c e ,  w o r k  l o c a t i o n ,  w o r k  t e l e p h o n e  n u m b e r ,  c i t y  a n d  
c o u n t y  o f  r e s i d e n t ,  n o t  i n c l u d i n g  s t r e e t  a d d r e s s .  ( A  c o m p l e t e  l i s t i n g  o f  p u b l i c  i n f o r m a t i o n  i s  
a v a i l a b l e  f r o m  t h e  H u m a n  R e s o u r c e s  O f f i c e . )  A l l  o t h e r  p e r s o n n e l  d a t a  a r e  p r i v a t e  a n d  a v a i l a b l e  
o n l y  t o  t h e  s u b j e c t  e m p l o y e e ,  t o  o t h e r s  w i t h  t h e  p r i o r  w r i t t e n  c o n s e n t  o f  t h e  e m p l o y e e  o r  p u r s u a n t  
t o  a  c o u r t  o r d e r .  R e f e r  t o  t h e  H u m a n  R e s o u r c e s  O f f i c e ,  p h o n e  2 3 6 - 2 2 2 6 ,  O w e n s  2 1 0 .  
P R O F E S S I O N A L  A N D  E T H I C A L  S T A N D A R D S  
L i s t e d  b e l o w  a r e  t h e  e t h i c a l  s t a n d a r d s  a n d  r e g u l a t i o n s  o u t l i n e d  i n  c o l l e c t i v e  b a r g a i n i n g  
a g r e e m e n t s  [ I F O ! M n S C U  A g r e e m e n t ,  A r t i c l e s  4  a n d  2 7 ;  a n d  M S U A A S F / M n S C U  A g r e e m e n t ,  
A r t i c l e  2 1 ] .  
R e s e a r c h  a n d  P u b l i c a t i o n  
A  f a c u l t y  m e m b e r  i s  e n t i t l e d  t o  f u l l  f r e e d o m  i n  r e s e a r c h  a n d  i n  t h e  p u b l i c a t i o n  o f  r e s u l t s ,  s o  l o n g  
a s  h e / s h e  f u l f i l l s  t h e  r e q u i r e m e n t s  o f  h i s / h e r  o t h e r  a c a d e m i c  d u t i e s  ( I F O / M n S C U  A g r e e m e n t ,  
A r t i c l e  4 ,  s e c t i o n  D ) .  R e s e a r c h  c o n d u c t e d  a t  t h e  d i r e c t i o n  o f  t h e  U n i v e r s i t y  m a y  o n l y  b e  
p u b l i s h e d  u p o n  w r i t t e n  p e r m i s s i o n  o f  t h e  P r e s i d e n t  [ M S U A A S F ! M n S C U  A g r e e m e n t ,  A r t i c l e  4 ,  
S e c t i o n  D ] .  
O u t s i d e  E m p l o y m e n t  a n d  O t h e r  A c t i v i t i e s  
( S e e  I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 7 ,  S e c t i o n  C  a n d  M S U A A S F ! M n S C U  A g r e e m e n t ,  
A r t i c l e  2 1 ,  S e c t i o n  C . )  
1 .  F a c u l t y  m e m b e r s  s h a l l  b e  f r e e  t o  a c c e p t  s u c h  e x t e r n a l  e m p l o y m e n t  a s  d o e s  n o t  i n t e r f e r e  
w i t h  t h e  f u l l  a n d  p r o p e r  p e r f o r m a n c e  o f  d u t i e s  t o  h i s / h e r  r e s p e c t i v e  u n i v e r s i t y  a s  o u t l i n e d  
h e r e .  ( I F O  a n d  M S U A A S F )  
2 .  U n i v e r s i t y  e m p l o y e e s  s h a l l  n o t  e n g a g e  i n  a n y  o u t s i d e  a c t i v i t y  w h i c h  i n t e i f e r e s  w i t h  h i s / h e r  
r e g u l a r  d u t i e s .  ( I F O  a n d  M S U A A S F )  
3 .  D u r i n g  a  p e r i o d  o f  f u l l - t i m e  e m p l o y m e n t ,  a  f a c u l t y  m e m b e r  s h a l l  n o t  r e c e i v e  e i t h e r  a n  
a n n u a l  r e t a i n i n g  f e e  o r  a  r e g u l a r  s a l a r y  f r o m  a n y  e x t e r n a l  s o u r c e  u n l e s s  t h e  a r r a n g e m e n t  
h a s  b e e n  a p p r o v e d  i n  a d v a n c e  b y  t h e  p r e s i d e n t / d e s i g n e e .  T h i s  p r o v i s i o n  d o e s  n o t  a p p l y  t o  
s u c h  t h i n g s  a s  t h e  w r i t i n g  o f  b o o k s  o r  a r t i c l e s ,  t h e  c r e a t i o n  o f  c o m p u t e r  s o f t w a r e  o r  a r t i s t i c  
w o r k s ,  o r  t h e  g i v i n g  o f  o c c a s i o n a l  s p e e c h e s .  ( I F O  a n d  M S U A A S F )  
4 .  A  f u l l - t i m e  u n i v e r s i t y  e m p l o y e e  s e r v i n g  a s  a  r e g u l a r  p a i d  c o n s u l t a n t  o r  s t a f f  m e m b e r  f o r  
a n o t h e r  M i n n e s o t a  s t a t e  a g e n c y  s h a l l  d o  s o  w i t h  a n  a p p r o p r i a t e  l e a v e  o f  a b s e n c e  a n d  
d e d u c t i o n  o f  p a y  a t  t h e  u n i v e r s i t y .  ( I F O  a n d  M S U A A S F )  
5 .  U n i v e r s i t y  e m p l o y e e s  e n g a g i n g  i n  p r i v a t e  p r a c t i c e  s h a l l  n o t  u s e  t h e  o f f i c i a l  s t a t i o n e r y  o f  
t h e  u n i v e r s i t y  o r  o f  t h e  C h a n c e l l o r ,  o r  g i v e  a s  a  b u s i n e s s  a d d r e s s  t h e  u n i v e r s i t y ,  i t s  
b u i l d i n g s ,  i t s  d e p a r t m e n t s ,  o r  t h e  o f f i c e  o f  t h e  C h a n c e l l o r .  ( I F O  a n d  M S U A A S F )  
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6. University equipment shall not be used by employees for personal use without notice to 
and the written consent of his/her employer and the payment of a reasonable fee for the 
privilege enjoyed. Where equipment is reasonably available elsewhere, such use shall not 
be authorized. A Rental of State Property/Equipment form must be completed. (IFO and 
MSUAASF) 
7. University employees shall not use their positions to secure special privilege or exemption 
for themselves or others. (IFO and MSUAASF) 
8. University employees shall not engage in any transaction as a representative or agent of the 
state with any business entity in which they have a substantial direct or indirect pecuniary 
interest. This shall not preclude the use in teaching ofmaterials prepared by faculty 
members. Faculty members preparing teaching materials for sale to students shall notify 
the president (IFO and MSUAASF). Approval has to be obtained in writing in advance 
from the university president (MSUAASF). 
9. University employees shall not accept employment or engage in any business or 
professional activity which they might reasonably expect would require or induce them to 
disclose confidential or private information acquired by reason of their official position. 
(IFO and MSUAASF) 
10. University employees shall not disclose to unauthorized persons confidential information 
gained by them by reasons of their official position nor shall the employee otherwise use 
such information for personal gain or benefit. (IFO and MSUAASF) 
11. During a period of full-time employment, a faculty member shall not engage in external 
consulting, employment, or other activities which require the faculty member's absence 
from the campus for more than an average of one (1) full duty day per week in any 
academic year. (IFO) 
12. During a period of full-time employment, a faculty member who holds office in a scholarly 
or professional organization or who performs editorial or other duties for learned journals 
must report such duties to the president/designee if these duties require the faculty 
member's absence from campus for more than five (5) consecutive duty days in any single 
term. (IFO) 
Conflict of Interest in Research 
The faculty member may not accept research funding from any organization in which he/she or 
members of his/her immediate family has a financial interest. 
[IFO!MnSCU Agreement, Article 27, Section C, subd. 2d, 2e] 
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P R O F E S S I O N A L  D E V E L O P M E N T  A N D  E V A L U A T I O N  ( P D P )  
E a c h  f a c u l t y  m e m b e r  s h a l l ,  a f t e r  c o n s u l t a t i o n  w i t h  h i s / h e r  i m m e d i a t e  s u p e r v i s o r ,  p r e p a r e  a  
p r o f e s s i o n a l  d e v e l o p m e n t  p l a n  ( P D P )  f o r  t h e  p e r i o d  t o  b e  c o v e r e d  b y  t h e  e v a l u a t i o n  
( I F O ! M n S C U  A g r e e m e n t ,  A r t i c l e  2 2 ,  S e c t i o n  A  ,  s u b d .  1  ) .  T h e  p u r p o s e  o f  p r o f e s s i o n a l  
d e v e l o p m e n t  i s  t o  p r o v i d e  f o r  c o n t i n u i n g  i m p r o v e m e n t  i n  t e a c h i n g ,  i n  o t h e r  s t u d e n t  i n t e r a c t i o n s ,  
i n  t h e  q u a l i t y  o f  s c h o l a r l y  a c t i v i t y ,  a n d  o t h e r  s e r v i c e  t o  t h e  u n i v e r s i t y  a n d  c o m m u n i t y .  T h e  
p u r p o s e  o f  e v a l u a t i o n  i s  t o  p r o v i d e  f a c u l t y  w i t h  i n f o r m a t i o n  w h i c h  w i l l  c o n t r i b u t e  t o  t h e i r  
p r o f e s s i o n a l  d e v e l o p m e n t .  T h e  e v a l u a t i o n  p r o c e s s e s  a r e  i n t e n d e d  t o  b e  s u p p o r t i v e  o f  a  f a c u l t y  
m e m b e r ' s  d e s i r e  f o r  c o n t i n u i n g  g r o w t h  a n d  a c a d e m i c  e x c e l l e n c e .  T h i s  p r o c e s s  c o n t r i b u t e s  t o  
v a r i o u s  p e r s o n n e l  a c t i v i t i e s  a n d  s u p p o r t s  t h e  i n t e r e s t  o f  e a c h  f a c u l t y  m e m b e r  t o  a c h i e v e  
c o n t i n u i n g  p r o f e s s i o n a l  g r o w t h  a n d  t o  p u r s u e  t h e  h i g h e s t  l e v e l  o f  a c a d e m i c  e x c e l l e n c e .  
[ I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 2 ,  S e c t i o n  A ] .  
T h e  c r i t e r i a  s h a l l  i n c l u d e :  
1 .  D e m o n s t r a t e d  a b i l i t y  t o  t e a c h  e f f e c t i v e l y  a n d / o r  p e r f o r m  e f f e c t i v e l y  i n  o t h e r  c u r r e n t  
a s s i g n m e n t s .  
2 .  S c h o l a r l y  o r  c r e a t i v e  a c h i e v e m e n t  o r  r e s e a r c h .  
3 .  E v i d e n c e  o f  c o n t i n u i n g  p r e p a r a t i o n  a n d  s t u d y .  
4 .  C o n t r i b u t i o n  t o  s t u d e n t  g r o w t h  a n d  d e v e l o p m e n t .  
5 .  S e r v i c e  t o  t h e  u n i v e r s i t y  a n d  c o m m u n i t y .  [ I F O ! M n S C U  A g r e e m e n t ,  A r t i c l e  2 2 ,  S e c t i o n  B ]  
F o r  f a c u l t y  w i t h  t e a c h i n g  a s s i g n m e n t s ,  t h e  P D P  s h a l l  i n c l u d e  a  p r o c e s s  f o r  s t u d e n t  a s s e s s m e n t .  
[ I F O ! M n S C U  A g r e e m e n t ,  A r t i c l e  2 2 ,  S e c t i o n  D ,  s u b d .  1 ]  
P R O F E S S I O N A L  I M P R O V E M E N T  
F u n d s  a r e  a v a i l a b l e  f o r  f a c u l t y  i m p r o v e m e n t  g r a n t s ,  r e s e a r c h ,  a n d  s u m m e r  s u p p o r t  f o r  
r e s e a r c h / c r e a t i v e  a c t i v i t y .  S u c h  f u n d s  a r e  g r a n t e d  b a s e d  u p o n  p r o p o s a l s  w r i t t e n  b y  f a c u l t y  
m e m b e r s  w h o  s u b m i t  t h e m  t o  t h e  a p p r o p r i a t e  c o l l e g e  P e e r  R e v i e w  C o m m i t t e e  ( P R C ) .  T h e  P R C  
r e c o m m e n d a t i o n s  a r e  e v a l u a t e d  b y  t h e  d e a n  a n d  s u b m i t t e d  t o  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  
A f f a i r s ,  w h o s e  d e c i s i o n  i s  f i n a l .  [ M e m o r a n d u m  o f  a g r e e m e n t  e x e c u t e d  1  0 / 1 4 / 9 6 ]  
P r o f e s s i o n a l  S t u d y  a n d  T r a v e l  f u n d s  a r e  a l l o c a t e d  t o  d e p a r t m e n t s  a t  t h e  b e g i n n i n g  o f  e a c h  
a c a d e m i c  y e a r .  T h e  u s e  o f  t h e s e  f u n d s  i s  l i m i t e d  t o  p a y i n g  t h e  c o s t s  o f  t r a v e l ,  h o u s i n g ,  m e a l s ,  
a n d  r e g i s t r a t i o n  a s s o c i a t e d  w i t h  p a r t i c i p a t i o n  i n  p r o f e s s i o n a l  c o n f e r e n c e s ,  w o r k s h o p s ,  a n d  s i m i l a r  
m e e t i n g s  a n d  c o u r s e s ,  t h e  c o s t  o f  p r o f e s s i o n a l  b o o k s ,  j o u r n a l s ,  a n d  s o f t w a r e .  T h e  f u n d s  m a y  b e  
u s e d  t o  p a y  f o r  p r o f e s s i o n a l  m e m b e r s h i p ,  p r o v i d e d  t h a t  m e m b e r s h i p  i n  a  p r o f e s s i o n a l  
o r g a n i z a t i o n  i s  r e q u i r e d  i n  o r d e r  t o  r e c e i v e  a  p r o f e s s i o n a l  j o u r n a l .  T h e  d e p a r t m e n t  s h a l l ,  t h r o u g h  
a  d e m o c r a t i c  p r o c e s s ,  d e t e r m i n e  a n  e q u i t a b l e  p r o c e d u r e  f o r  d i s t r i b u t i o n  o f  f u n d s .  
[ I F O ! M n S C U  A g r e e m e n t ,  A r t i c l e  1 9 ,  S e c t i o n  B ,  s u b d .  3 ]  
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PROFESSIONAL MEETINGS 
Unclassified and professional/supervisory classified employees may be absent from the 
university to participate in non-university related professional meetings, conferences and 
activities. Unclassified requests for absence and a Travel Requisition must be completed and 
approval obtained 10 class days in advance by the appropriate dean/administrative unit head. 
Professional/supervisory classified employees must also prepare the travel requisition for 
approval by the immediate supervisor and the President. [M&C 5115/92] 
PROMOTIONS 
A faculty member who wishes to apply for promotion shall give notice of intent to the immediate 
supervisor (for IFO faculty, this is the dean). (Dates are established at Meet and Confer and will 
vary from IFO/MnSCU Agreements because ofMSU's semester calendar.) The faculty member 
completes an application for promotion and sends a copy, along with supporting documentation, 
to the department/unit through the chair. The recommendation of the department and of the 
chair, with all supporting documentation, shall be sent to the immediate supervisor. (See 
IFO/MnSCU Agreement, Article 25, Section A, Subd. 2 and Section C; Article 20, Section A, 
Subd. 3 and 4.) There is no specific application form. A letter or memo will suffice. Supporting 
documentation will be needed and should cover all areas of performance/responsibility. 
Supporting Documentation 
I. Materials submitted by the faculty member which speak to the principles of demonstrated 
consistent performance and high achievement are to be included. The criteria to be used 
shall include: 
a. Demonstrated ability to teach effectively and/or perform effectively in other 
current assignments 
b. Scholarly or creative achievement or research 
c. Evidence of continuing preparation and study 
d. Contribution to student growth and development 
e. Service to the university and community 
[IFO!MnSCU Agreement, Article 22, Section B] 
Additionally, length of service in rank and at the university may be a factor. Normally, 3 years in 
rank with two evaluations will be a minimum for consideration for promotion. 
[IFO!MnSCU Agreement, Article 25, Section C, Subd. 7] 
1. The faculty member may submit results of student evaluations or request that the 
department chair include results of student evaluations as part of the documentation. 
2. Recommendation of the department. (Where a faculty member teaches in more than one 
department, each department must submit a recommendation.) 
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3 .  T h e  c h a i r p e r s o n ' s  c o m m e n t s  a n d  r e c o m m e n d a t i o n .  
4 .  T h e  f a c u l t y  m e m b e r ' s  c o m m e n t s  o n  t h e  r e c o m m e n d a t i o n s  o f  t h e  d e p a r t m e n t  a n d  t h e  
c h a i r p e r s o n  ( i f  h e / s h e  s o  c h o o s e s ) .  
P r o c e d u r e s  
A  m o r e  d e t a i l e d  d e s c r i p t i o n  o f  p r o c e d u r e s  i s  a s  f o l l o w s :  
1 .  E a c h  d e p a r t m e n t  m u s t  h a v e  o n  f i l e  i n  t h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  a n  u p d a t e d  w r i t t e n  
s t a t e m e n t  o f  d e p a r t m e n t a l  p r o c e d u r e s  w h i c h  w i l l  b e  f o l l o w e d  i n  t h e  p r o c e s s  o f  f a c u l t y  
e v a l u a t i o n .  
2 .  T h e  s p e c i f i e d  d e p a r t m e n t a l  e v a l u a t i o n  p r o c e d u r e s  m u s t  b e  d e t e r m i n e d  b e f o r e  t h e  
r e c o m m e n d a t i o n  o f  t h e  d e p a r t m e n t  c a n  b e  d e v e l o p e d .  
3 .  T h e  c h a i r p e r s o n  m a y  c a l l  a  d e p a r t m e n t  f a c u l t y  m e e t i n g  b e f o r e  m a k i n g  a  r e c o m m e n d a t i o n  
c o n c e r n i n g  p r o m o t i o n .  T h e  p u r p o s e  o f  t h e  m e e t i n g  s h a l l  b e  t o  d i s c u s s  t h e  p e r f o r m a n c e  a n d  
a c h i e v e m e n t s  o f  t h e  f a c u l t y  m e m b e r  r e l a t i v e  t o  p r o m o t i o n  c r i t e r i a .  
4 .  D e p a r t m e n t a l  f a c u l t y  a n d  c h a i r p e r s o n s  s h a l l  b a s e  t h e i r  p e r s o n n e l  r e c o m m e n d a t i o n s  o n  t h e  
f i v e  c r i t e r i a  i n  A r t i c l e  2 2 ,  S e c t i o n  B .  I n  a c c o r d a n c e  w i t h  A r t i c l e  5 ,  S e c t i o n  Q ,  
r e c o m m e n d a t i o n s  f o r  a  p e r s o n n e l  a c t i o n  m u s t  i n c l u d e  w r i t t e n  r e a s o n s  a n d  m u s t  b e  s i g n e d  
a n d  d a t e d  b y  t h e  p e r s o n  o r  p e r s o n s  m a k i n g  t h e m .  T h i s  p r o v i s i o n  d o e s  n o t  p r o h i b i t  t h e  
d e p a r t m e n t  f r o m  c o n d u c t i n g  a  v o t e  o n  a n y  m a t t e r  a n d  s e n d i n g  i t  t o  t h e  i m m e d i a t e  
s u p e r v i s o r ,  b u t  t h e  v o t e  s h a l l  n o t  c o n s t i t u t e  a  r e c o m m e n d a t i o n  ( A r t i c l e  2 0 ,  S e c t i o n  A ,  
S u b d .  3 ) .  I n d i v i d u a l  f a c u l t y  m e m b e r s  w i t h i n  d e p a r t m e n t s  m a y  a l s o  m a k e  r e c o m m e n d a t i o n s  
o n  t h e s e  s a m e  m a t t e r s .  
5 .  T h e  r e c o m m e n d a t i o n  o f  t h e  d e p a r t m e n t / u n i t  a n d  o f  t h e  c h a i r p e r s o n  ( A r t i c l e  2 0 ,  S e c t i o n  A ,  
S u b d .  4 )  w i t h  a l l  d o c u m e n t a t i o n ,  s h a l l  b e  s e n t  t o  t h e  i m m e d i a t e  s u p e r v i s o r ,  w i t h  c o p i e s  s e n t  
t o  t h e  f a c u l t y  m e m b e r  b y  t h e  c h a i r p e r s o n .  T h e  d e p a r t m e n t ' s  r e c o m m e n d a t i o n  m u s t  b e  
r e v i e w e d  a n d  a p p r o v e d  b y  t h e  d e p a r t m e n t ' s  f a c u l t y  a n d  f o r w a r d e d  t o  t h e  i m m e d i a t e  
s u p e r v i s o r  b y  t h e  c h a i r p e r s o n  w i t h  a  s t a t e m e n t  v e r i f y i n g  t h a t  t h e  r e q u i r e m e n t  h a s  b e e n  m e t  
( A r t i c l e  2 0 ,  S e c t i o n  A ,  S u b d .  3 ) .  
6 .  T h e  i m m e d i a t e  s u p e r v i s o r  s h a l l  c o n d u c t  a n  i n d e p e n d e n t  r e v i e w  o f  t h e  c a n d i d a t e  a n d  a f t e r  
c o n s i d e r i n g  t h e  i n f o r m a t i o n  a v a i l a b l e ,  i n c l u d i n g  t h e  d e p a r t m e n t ' s  r e c o m m e n d a t i o n ,  t h e  
c h a i r p e r s o n ' s  s t a t e m e n t  a n d  o t h e r  p e r t i n e n t  r e s p o n s e s ,  s h a l l  p r o v i d e  a  c o p y  o f  h i s / h e r  
p r o p o s e d  r e c o m m e n d a t i o n s  t o  t h e  f a c u l t y  m e m b e r  i n  q u e s t i o n .  A f t e r  r e c e i p t ,  t h e  f a c u l t y  
m e m b e r  s h a l l  b e  g i v e n  t h e  o p p o r t u n i t y  t o  m e e t  w i t h  t h e  i m m e d i a t e  s u p e r v i s o r .  T h e  f a c u l t y  
m e m b e r  m a y  t h e n  s u b m i t  w r i t t e n  c o m m e n t s  t o  t h e  V i c e  P r e s i d e n t  r e g a r d i n g  t h e  i m m e d i a t e  
s u p e r v i s o r ' s  r e c o m m e n d a t i o n s .  C o p i e s  o f  t h e  s u p p o r t i n g  m a t e r i a l s ,  i f  a n y ,  w h i c h  a r e  
s u b m i t t e d  t o  t h e  i m m e d i a t e  s u p e r v i s o r  b y  t h e  d e p a r t m e n t / u n i t  a s  p a r t  o f  t h e  r e c o m m e n d a t i o n  
f o r  p r o m o t i o n  w i l l  b e  g i v e n  t o  t h e  f a c u l t y  m e m b e r  u n d e r  r e v i e w .  I f  t h e  i m m e d i a t e  
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supervisor develops supporting materials in addition to those submitted to him/her by the 
department/unit, a copy of such materials will be made available to the faculty member prior 
to submission of the recommendation to the Vice President. 
7. The supervising Vice President makes a recommendation to the President after considering 
the documentation of the application and the advice of the immediate supervisor and provide 
a copy to the faculty member. 
8. The faculty member may request an interview with the President before the President 
decides on the request for promotion. 
9. The President's decision to promote or not to promote shall be conveyed to the faculty 
member in writing. Those promotions which are awarded shall be announced to the faculty 
by the President. 
[IFO!MnSCU Agreement, Article 25] 
RECRillTMENT AND HIRING OF UNCLASSIFIED EMPLOYEES 
The recruitment and hiring guidelines established by MSU are consistent with the EO/ AA 
program of the System. The policies, procedures, and forms included in the "Recruitment and 
Hiring Guidelines" are intended to support and advance the System's EO/ AA policy and aid 
University Search Committees and hiring officials to identify and select highly qualified 
candidates for unclassified positions in accordance with its EO/AA policy. For additional 
information on System and University EO/AA policy refer the System's Web Page at 
http://www.mnscu.edu or www.mnscu.edu/html/policy/contents.htm, or to MSU's Affirmative 
Action Plan. Copies of the "Recruitment and Hiring Guidelines" and the MSU "Affmnative 
Action Plan" are available from the Human Resources Office and the Affirmative Action Office 
at The procedures are a vital aspect ofMSU's commitment to the spirit and the letter of federal 
and state laws relating to EO/ AA, and are designed to implement institutional goals of increasing 
the number of underutilized group members within the workforce of the University. [M&C 
5/15/92] 
RENEWAL/NON-RENEWAL 
A recommendation for non-renewal of a probationary faculty member may be made by the 
appropriate department, immediate supervisor, or vice president. Should a recommendation for 
non-renewal be made, the President shall invite the faculty member to discuss the 
recommendation prior to a decision being made. The decision by the President to non-renew 
probationary faculty shall not be for arbitrary or capricious reasons. 
The notice for non-renewal of a first year appointment shall be made no later than November 1 of 
the second academic year of appointment and, for faculty in their second and subsequent years, 
no later than August 1 of the year prior to expiration of the appointment. 
Faculty rights in this process are detailed in the IFO!MnSCU Agreement, Article 24, Sections 
D-G. 
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R E T I R E M E N T  
U n d e r  p r o v i s i o n s  o f  M i n n e s o t a  l a w ,  a l l  s t a t e  e m p l o y e e s  a r e  m e m b e r s  o f  a  s t a t e  r e t i r e m e n t  p l a n .  
C l a s s i f i e d  e m p l o y e e s  a r e  e n r o l l e d  i n  t h e  M i n n e s o t a  S t a t e  R e t i r e m e n t  S y s t e m  - 4 . 3 4 %  o f  g r o s s  
s a l a r y  i s  d e d u c t e d  f r o m  e m p l o y e e ' s  p a y c h e c k ;  4 . 5 1 %  o f  g r o s s  s a l a r y  i s  c o n t r i b u t e d  b y  t h e  
u n i v e r s i t y  t o  t h e  s a m e  f u n d .  
T h e  E m p l o y e r  s h a l l  d e d u c t  f r o m  t h e  s a l a r y  o f  e a c h  f u l l - t i m e  f a c u l t y  m e m b e r  a  s u m  e q u a l  t o  5 %  
o f  t h e  a n n u a l  s a l a r y  p a i d  a f t e r  t h e  f i r s t  $ 6 , 0 0 0 ,  u p  t o  a  m a x i m u m  a s  s p e c i f i e d  i n  M i n n e s o t a  
s t a t u t e .  T h e  E m p l o y e r  s h a l l  m a k e  a  c o n t r i b u t i o n  i n  a n  a m o u n t  e q u a l  t o  t h e  d e d u c t i o n s  m a d e  
f r o m  t h e  f a c u l t y  m e m b e r ' s  s a l a r y .  D e d u c t i o n s  s h a l l  b e g i n  i n  t h e  f a c u l t y  m e m b e r ' s  t h i r d  y e a r  o f  
f u l l - t i m e  e m p l o y m e n t  i n  t h e  S y s t e m .  
E m p l o y e e s  a r e  e l i g i b l e  t o  d r a w  r e t i r e m e n t  b e n e f i t s  u p o n  r e t i r e m e n t  w i t h  t h e  c o m p l e t i o n  o f  a  
m i n i m u m  o f  t h r e e  y e a r s  o f  s t a t e  s e r v i c e .  I f  s t a t e  s e r v i c e  i s  t e r m i n a t e d  p r i o r  t o  t h r e e  y e a r s  o f  
s e r v i c e ,  a  r e f u n d  o f  t h e  e m p l o y e e ' s  c o n t r i b u t i o n s  c a n  b e  r e q u e s t e d  b y  s u b m i s s i o n  o f  t h e  
a p p r o p r i a t e  f o r m .  
T h o s e  d e s i r i n g  p h a s e d  r e t i r e m e n t  m u s t  s u b m i t  a  r e q u e s t  t o  t h e  P r e s i d e n t  o n e  y e a r  i n  a d v a n c e .  
F a c u l t y  a t  l e a s t  a g e  5 5  w i t h  a t  l e a s t  1 5  y e a r s  s e r v i c e  s h o u l d  s u b m i t  a  l e t t e r  o f  r e t i r e m e n t  b y  
O c t o b e r  1 5 t h  o f  t h e  a c a d e m i c  y e a r  o f  r e t i r e m e n t  t o  r e c e i v e  a  s p e c i a l  s t e p  i n c r e m e n t .  
[ I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  1 5  a n d  A r t i c l e  1 1  , 8 , 2 ]  
A  p r o p o r t i o n a t e  a n n u i t y  i s  a v a i l a b l e  f o r  e m p l o y e e s  w i t h  a s  l i t t l e  a s  o n e  y e a r  o f  s e r v i c e  p r o v i d e d  
t h e y  w o r k  u n t i l  a g e  6 5  o r  o v e r .  T h e  p e r c e n t a g e  a p p l i e d  t o  t h e i r  a v e r a g e  s a l a r y  t o  d e t e r m i n e  t h e i r  
r e t i r e m e n t  a n n u i t y  i s  b a s e d  o n  t h e  n u m b e r  o f  y e a r s  a n d  m o n t h s  o f  s e r v i c e  t h e y  c o m p l e t e .  
T h e  T e a c h e r s  R e t i r e m e n t  P l a n  p r o v i d e s  u n c l a s s i f i e d  e m p l o y e e s  t h e  o p p o r t u n i t y  f o r  r e t i r e m e n t  
c o u n s e l i n g .  M e m b e r s  m a y  h a v e  t h e i r  q u e s t i o n s  a n s w e r e d  d u r i n g  a  2 5  m i n u t e  s c h e d u l e d  
c o n f e r e n c e  w i t h  a  T e a c h e r s  R e t i r e m e n t  A s s o c i a t i o n  c o u n s e l o r .  T o  m a k e  a n  a p p o i n t m e n t  c a l l l -
8 0 0 - 6 5 2 - 9 7 4 7 .  I f  y o u  h a v e  q u e s t i o n s  r e g a r d i n g  r e t i r e m e n t  c a l l  t h e  H u m a n  R e s o u r c e s  O f f i c e ,  
p h o n e  2 3 6 - 2 1 5 7 ,  O w e n s  2 1 0 .  [ M & C  5 / 1 5 / 9 2 ]  
R E T R E N C H M E N T  
R e t r e n c h m e n t  i s  t h e  l a y o f f  o f  t e n u r e d  o r  p r o b a t i o n a r y  f a c u l t y  m e m b e r s  d u e  t o  s y s t e m  o r  
u n i v e r s i t y  b u d g e t  r e d u c t i o n s ,  b u d g e t  r e a l l o c a t i o n s ,  e x p e n d i t u r e  f r e e z e s ,  o r  u n f u n d e d  i n c r e a s e s  i n  
o p e r a t i n g  c o s t s ,  r e s u l t i n g  f r o m  a c t i o n  b y  e i t h e r  t h e  L e g i s l a t u r e ,  t h e  G o v e r n o r ,  o r  M n S C U ,  o r  
p r o g r a m  c h a n g e s ,  o r  e n r o l l m e n t  s h i f t s ,  o r  l e g i s l a t i v e  m a n d a t e .  T h e  p r o c e s s  f o r  r e t r e n c h m e n t  o r  
l a y o f f ,  t h e  r e q u i r e m e n t s  o f  t h e  e m p l o y e r  a n d  t h e  r i g h t s  o f  t h e  e m p l o y e e  a r e  d e t a i l e d  i n  t h e  
I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 3  a n d  t h e  M S U A A S F / M n S C U  A g r e e m e n t ,  A r t i c l e  2 2 .  
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SABBATICAL LEAVES 
Following are the policies and procedures dealing with faculty sabbatical leaves consistent with 
Article 19 ofthe IFO and Article 15 of the MSUAASF agreements. 
1. The president may grant sabbatical leave to a faculty member who proposes to undertake a 
scholarly research project, additional study, or other endeavors that will enhance a faculty 
member's professional development, support departmental/unit goals, and/or meet the 
instructional, service or research priorities of the university. 
2. In order to be eligible for sabbatical leave, a faculty member must have completed at least 
seven years of service at the university or at least six years of service since the conclusion 
of such faculty member's previous sabbatical leave. Granting of such leave is contingent 
upon the president's determination that funds are available for this purpose and that staffing 
requirements of the university can be met. If such a request is denied, reasons shall be 
communicated to the faculty. member in writing. After ten years of service or ten years 
since the last sabbatical, the faculty member shall be granted a sabbatical leave, upon 
request and presentation of a satisfactory plan. 
3. The faculty member's application for sabbatical leave shall include a written plan 
consistent with the purposes outlined in one above. Plans are subject to approval by the 
President or designee. 
4. The faculty member shall agree in writing to return to the university for a least one year of 
full-time service after the completion of the sabbatical leave. In the event the faculty 
member fails to fulfill substantially the plan for which he/she was granted a sabbatical 
leave or fails to return to the university for one year of full-time service, the faculty 
member shall refund to the university such funds awarded during the sabbatical period. 
5. Sabbatical leaves may be granted for one semester at full base salary or a full academic 
year for two-thirds salary. A second full academic year sabbatical is at 80% and third and 
subsequent full year sabbaticals are at 90% of base salary. 
6. Faculty members on sabbatical leave may accept scholarships, fellowships, grants or 
employment during the sabbatical leave, provided they serve the purpose of the sabbatical 
leave. 
7. A faculty member shall be eligible for continued group insurance benefits as provided by 
law during the course of the leave. 
8. For further details ofthe current sabbatical leave policy and procedures, consult the IFO 
Agreement, Article 19, Section C. 
9. Procedures for application: 
a. Utilize applications available in the Academic Affairs Office. 
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b .  E x c e p t  i n  u n u s u a l  c i r c u m s t a n c e s ,  a p p l i c a t i o n s  a r e  d u e  i n  t h e  a p p r o p r i a t e  d e a n ' s  o f f i c e  
b y  N o v e m b e r  1 5  f o r  t h e  l e a v e  p e r i o d  o f  t h e  f o l l o w i n g  a c a d e m i c  y e a r  o r  a n y  p a r t  
t h e r e o f .  
S A L A R I E S  
R e m u n e r a t i o n  i s  b a s e d  o n  a  s a l a r y  s c h e d u l e  w h i c h  i s  a  p a r t  o f  t h e  n e g o t i a t e d  a g r e e m e n t .  T h e  
i n d i v i d u a l  h i r e d  i s  p l a c e d  o n  a  s t e p  i n  o n e  o f  t h e  t w o  l a n e s  c o n s i s t e n t  w i t h  s a l a r y  a s  a d v e r t i s e d  i n  
t h e  v a c a n c y  n o t i c e  a n d  t h e  i n d i v i d u a l ' s  q u a l i f i c a t i o n s .  I t  s h o u l d  b e  e m p h a s i z e d  t h a t  t h e  i n i t i a l  
d e t e r m i n a t i o n  o f  l a n e  a n d  s t e p  p l a c e m e n t  i s  e x t r e m e l y  i m p o r t a n t .  A f t e r  i n i t i a l  p l a c e m e n t ,  t h e  
s a l a r y  s c h e d u l e  b e c o m e s  t h e  d e t e r m i n i n g  f a c t o r  f o r  s a l a r y  i n c r e m e n t s .  
D u r i n g  t h o s e  y e a r s  w h e n  t h e  b i a n n u a l  c o n t r a c t  h a s  n o t  y e t  b e e n  n e g o t i a t e d ,  a  f a c u l t y  m e m b e r  w i l l  
b e  o f f e r e d  a  s a l a r y  i n  a  p a r t i c u l a r  r a n k .  W h e n  t h e  c o n t r a c t  i s  a g r e e d  u p o n  t h e  f a c u l t y  m e m b e r  
w i l l  b e  p l a c e d  o n  a  s t e p  i n  t h e  l a n e  c o m m e n s u r a t e  w i t h  t h e  r a n k  a s s i g n e d  t h a t  i s  c l o s e s t  t o  b u t  n o t  
l e s s  t h a n  t h e  s a l a r y  f i g u r e  a g r e e d  u p o n .  T h u s ,  n e w l y  h i r e d  f a c u l t y  s h o u l d  n o t  e x p e c t  a  s t e p  
i n c r e a s e  w h e n  t h e  c o n t r a c t  i s  f i n a l l y  r a t i f i e d .  [ I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  1 1 . ]  
S E N I O R I T Y  
S e n i o r i t y  i s  d e f m e d  a s  f u l l  t i m e  e q u i v a l e n t  y e a r s  o f  c o n t i n u o u s  s e r v i c e  a n d  i s  a p p l i e d  i n  
s i t u a t i o n s  s u c h  a s  r e t r e n c h m e n t ,  g r a n t i n g  o f  s a b b a t i c a l s ,  e t c .  S e n i o r i t y  r o s t e r s  a r e  p o s t e d  t w i c e  a  
y e a r .  S e n i o r i t y  a n d  i t s  a p p l i c a t i o n  i s  f u l l y  e x p l a i n e d  i n  t h e  I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 9  
a n d  t h e  M S U A A S F / M n S C U  A g r e e m e n t ,  A r t i c l e  2 2 ,  S e c t i o n  A ,  S u b d .  4 .  
S E P A R A T I O N  I N C E N T I V E  
E a r l y  s e p a r a t i o n  o r  r e t i r e m e n t  i n c e n t i v e s  m a y  b e  a v a i l a b l e  a s  p r o v i d e d  b y  t h e  S t a t e  r e t i r e m e n t  
p r o g r a m  o r  t h o u g h  t h e  b a r g a i n i n g  a g r e e m e n t  a s  d e s c r i b e d  i n  A r t i c l e  1 6  o f  t h e  I F O / M n S C U  
A g r e e m e n t  a n d  A r t i c l e  1 6  o f  t h e  M S U A A S F / M n S C U  A g r e e m e n t .  F o r  f u r t h e r  i n f o r m a t i o n  
c o n t a c t  t h e  H u m a n  R e s o u r c e s  O f f i c e ,  p h o n e  2 3 6 - 2 1 5 7 ,  O w e n s  2 1 0 .  
S I C K  L E A V E  
W h e n  a b s e n t  b e c a u s e  o f  i l l n e s s  u n c l a s s i f i e d  e m p l o y e e s  a r e  r e s p o n s i b l e  f o r  r e p o r t i n g  a b s e n c e  
f r o m  d u t y  o n  t h e  R e q u e s t  f o r  P a i d  L e a v e  o f  A b s e n c e  f o r m .  S u b m i t  o n e  f o r m  f o r  e a c h  c o n t i n u o u s  
a b s e n c e .  I f  t h e  a b s e n c e  i n v o l v e s  m o r e  t h a n  o n e  m o n t h ,  a  s e p a r a t e  f o r m  f o r  e a c h  m o n t h  m u s t  b e  
c o m p l e t e d .  T h e  u n i v e r s i t y  r e s e r v e s  t h e  r i g h t  t o  r e q u e s t  a  d o c t o r ' s  c e r t i f i c a t i o n  p r i o r  t o  r e t u r n  t o  
d u t y  o r  b e f o r e  a p p r o v i n g  p a y r o l l  i n  w h i c h  c r e d i t  i s  g i v e n  f o r  s i c k  l e a v e .  F o r m s  a r e  a v a i l a b l e  
f r o m  t h e  H u m a n  R e s o u r c e s  o r  f r o m  t h e  e m p l o y e e ' s  d e p a r t m e n t  c h a i r p e r s o n  o r  s u p e r v i s o r .  
[ M & C  5 / 1 5 / 9 2 ]  
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SUMMER SESSIONS 
Faculty members have equal access to summer teaching assignments. Access, however shall not 
override curricular determinations or qualifications. Summer salaries are based on 1.5% of the 
faculty member's preceding nine months base pay per credit hour, but not less than an amount 
negotiated in each agreement [IFO!MnSCU Agreement, Article 13]. 
TENURE 
A probationary faculty member becomes a candidate for tenure when he/she submits a tenure 
request which documents contributions to the department, college, and university in the areas of 
teaching, scholarly and artistic achievement, professional growth and development, and service 
to the university and community. A tenure request will normally be submitted for evaluative 
action during the fifth year of continuous full-time service in a tenure earning position. All 
tenure requests, whether or not approved, will be acted upon and forwarded through channels. 
All supporting materials will accompany the recommendation until the procedures have been 
completed. 
Faculty tenure application procedures and deadlines are established by the President in 
accordance with Articles 21 and 25 of the IFO/MnSCU Agreement. 
TUITION WAIVER 
Unclassified employees shall be entitled to enrollment, on a space available basis, in courses at 
any university in the system without payment of tuition or fees, except laboratory and special 
course fees. Such enrollment shall not exceed thirty-six (36) credits for a fiscal year. The faculty 
member's spouse or dependent children may share this right within the limit established above, 
with waiver of tuition only [IFO!MnSCU Agreement, Article 27; MSUAASF/MnSCU 
Agreement, Article 21 ]. 
VACATIONS/CLASS BREAKS/EXAMINATION WEEK 
Class or semester breaks occur at the end of each academic term and represent a short vacation 
period or break for students, classified seasonal employees, and teaching faculty who have 
regular 9-month appointments. Classified employees, faculty and unclassified administrators 
having 12-month contracts are required to be on duty, unless using annual leave. 
At the end of each term the academic calendar provides an examination week which is comprised 
of days on which final examinations or class periods are held. Evening classes are to meet 
during this week just as are daytime classes. Classes normally scheduled for this week are not to 
be made up in advance or shifted to another period merely to lengthen free or vacation time. 
Such unauthorized changes will be treated as unauthorized absences. Rescheduling of classes 
during this week must be approved by the Vice President of Academic Affairs. [M&C 5/15/92] 
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W O R K E R ' S  C O M P E N S A T I O N  
A l l  e m p l o y e e s  i n c l u d i n g  g r a d u a t e  a s s i s t a n t s  a n d  s t u d e n t  w o r k e r s  w h o  s u s t a i n  a n  i n j u r y  w h i l e  
p e r f o r m i n g  t h e  d u t i e s  o f  t h e i r  p o s i t i o n  s h o u l d  i m m e d i a t e l y  r e p o r t  t h e  i n c i d e n t  t o  t h e i r  s u p e r v i s o r  
a n d  c o n t a c t  t h e  H u m a n  R e s o u r c e s  O f f i c e  f o r  t h e  p u r p o s e  o f  p r e p a r i n g  a  F i r s t  R e p o r t  o n  I n j u r y  
f o r m .  Q u e s t i o n s  s h o u l d  b e  d i r e c t e d  t o  t h e  H u m a n  R e s o u r c e s  O f f i c e ,  p h o n e  2 3 6 - 2 1 5 7 ,  O w e n s  
2 1 0 .  
[ M & C  5 / 1 5 / 9 2 ]  
W O R K L O A D  
A  s t a n d a r d  c o n t r a c t  o b l i g a t e s  t h e  f a c u l t y  m e m b e r  t o  1 6 8  d u t y  d a y s .  N o r m a l l y ,  a  f a c u l t y  m e m b e r  
i s  a s s i g n e d  1 2  u n d e r g r a d u a t e  c r e d i t s  o f  t e a c h i n g  p e r  s e m e s t e r .  A  f a c u l t y  m e m b e r ' s  t e a c h i n g  l o a d  
s h a l l  n o t  e x c e e d  1 4  u n d e r g r a d u a t e  c r e d i t  h o u r s  p e r  s e m e s t e r  n o r  2 4  u n d e r g r a d u a t e  c r e d i t  h o u r s  
p e r  a c a d e m i c  y e a r .  A d j u s t m e n t s  a r e  m a d e  f o r  g r a d u a t e  c o u r s e s ,  s t u d i o  c o u r s e s ,  l a b  c o u r s e s ,  
i n t e r a c t i v e  t e l e v i s i o n  c o u r s e s ,  o f f - c a m p u s  c o u r s e s ,  a s s e s s m e n t  o f  p r i o r  l e a r n i n g  a n d  o v e r l o a d s .  
S p e c i a l  l a n g u a g e  i s  s u p p l i e d  f o r  t h o s e  i n v o l v e d  i n  n o n - t e a c h i n g  a s s i g n m e n t s ,  c o a c h i n g ,  t h e a t r e  
a n d  f o r e n s i c s .  N o r m a l l y ,  t h e  f a c u l t y  m e m b e r  i s  t o  s c h e d u l e  1 0  h o u r s  w e e k l y  f o r  a d v i s i n g  a n d  
o t h e r  c o n t a c t s  w i t h  s t u d e n t s  [ I F O ! M n S C U  A g r e e m e n t ,  A r t i c l e  1 0 ] .  

Updates to the 1997 Faculty Policy & Procedures Handbook 
To update your Handbook to produce the 1999 version, the following changes should be 
made. 
1. Remove Page 11 and replace it with Page 11 in blue. 
2. Add page 18a following page 18. 
3. Remove p. 21 through p. 68. Replace with blue p. 21-68 followed by pages 68a 
through 68f. 
4. Remove p. 79-84. Replace with blue p. 79-84 followed by pages 84a through 84c. 
5. Remove p. 93-96 and replace with the blue versions. 
6. Remove pages 103-104 and replace with the blue version. 
7. Remove pages 115-123 and replace with the blue version. 
8. Remove pages 129-130 and replace with the blue version. 
9. Remove page 133-138 and replace with the blue version of 133-138 (note there is no 
longer a 136 or 137). 
10. Insert page 156 at the end of that section. 
11. Replace the Index Pages with the blue ones. 
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Diversity. The vice president is advisor to the Student Senate. The current Interim Vice 
President for Student Affairs is Warren Weise (Owens 206, phone 236-2171). 
Academic Deans 
As administrative head of a college, the academic dean plays a leading role in the 
development of the academic program. The dean is responsible for the faculty of the 
college and reports to the vice president for academic affairs. The dean, with the 
assistance of department chairpersons and program directors, coordinates the assignment 
of classroom space, prepares class schedules, develops recruiting procedures, and is 
responsible for budget preparation and control. The dean also prepares recommendations 
on faculty appointments, salaries, promotions, and retention. 
Department Chairpersons and Program Directors 
These individuals serve as the administrative coordinators of their academic programs 
and, working closely with their faculty, provide leadership in the dev~lopment of other 
policies and procedures. They are responsible for the efficient management of their 
programs. 
ALUMNI FOUNDATION 
Incorporated in 1970, the MSU Foundation served as the umbrella for all development 
and fund-raising programs of the University. In 1996, the Foundation merged with the 
· MSU Alumni Association, which had been incorporated in 1930. Headed by a 30-
member board comprised of business and professional leaders and alWlli14 the Alumni 
Foundation coordinates all MSU fund raising, grants, scholarships, and provides services 
to the University, its students and alumni. 
All graduates or former students who have attended MSU for at least one year may be 
members of the Alumni Association. The Executive Director of the Alumni Foundation 
is Doug Hamilton. Activities of the board are carried out by the staff of the Alumni and 
Foundation office, Owens 202, phone 236-2556 or 236-3265. · 
AUDIOVISUAL AND TELEVISION SERVICE CENTERS 
Services available to faculty members include (1) rental of instructional films from a 
variety of sources; (2) booking of films from the Tri-College University Film Library; (3) 
audiovisual equipment loan and repair; (4) production of slides, transparencies, posters, 
signs, photographs and other video-tape production and campus-wide CCTV distribution 
of videotaped presentations. 
A guide to Media Services and a Tri-College University Film Library Catalog is 
published annually and is available at the A V Service Center. For additional information 
concerning AV Services call236-2295; for information concerning television services 
call 236-2233. 
[M&C 5/15/92] 
. .  
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C A R E E R  S E R V I C E S  
C a r e e r  s e r v i c e s  a v a i l a b l e  a t  n o  c o s t  t o  a l l  s t u d e n t s  a n d  a l u m n i  i n c l u d e  c a r e e r  a d v i s i n g  a n d  
p l a n n i n g ;  j o b  s e a r c h  c o u n s e l i n g ;  i n t e r n s h i p  i n f o r m a t i o n ;  i n t e r v i e w ,  r e s u m e ,  a n d  j o b  
s e a r c h  w o r k s h o p s ;  l e t t e r  a n d  r e s u m e  c r i t i q u e s ;  a n d  u s e  o f  r e s o u r c e  r o o m  m a t e r i a l s .  
S e n i o r s  a r e  e n c o u r a g e d  t o  r e g i s t e r  w i t h  t h e  o f f i c e  t w o  s e m e s t e r s  p r i o r  t o  g r a d u a t i o n  i n  
o r d e r  t o  r e c e i v e  t h e  v a c a n c y  l i s t s ,  i n t e r v i e w  o n  c a m p u s  w i t h  s c h e d u l e d  e m p l o y e r s  a n d  
c r e a t e  a  r e f e r e n c e  ( c r e d e n t i a l )  f i l e .  I n  o r d e r  t o  r e c e i v e  t h e s e  s e r v i c e s  a t  n o  c o s t ,  o n e  m u s t  
c o m p l e t e  t h e  a p p r o p r i a t e  f o r m s  a n d  r e t u r n  t h e m  t o  C a r e e r  a n d  P l a c e m e n t  S e r v i c e s  p r i o r  
t o  g r a d u a t i o n .  T h o s e  r e g i s t e r i n g  a f t e r  t h e  d a t e  o f  t h e i r  g r a d u a t i o n  a n d  a l u m n i  a r e  c h a r g e d  
a  $ 2 5  a n n u a l  r e g i s t r a t i o n  f e e  f o r  t h e s e  s e r v i c e s .  A d d i t i o n a l  f e e s  a r e  c h a r g e d  w h e n  m o r e  
t h a n  1 0  s e t s  o f  c r e d e n t i a l s  h a v e  b e e n  p r e p a r e d  i n  o n e  s e r v i c e  y e a r  a n d  w h e n  c r e d e n t i a l s  
·  a r e  r e q u e s t e d  f r o m  a n  i n a c t i v e  f i l e .  T h e  o f f i c e  i s  l o c a t e d  i n  C o m s t o c k  M e m o r i a l  U n i o n  
1 1 4 ,  p h o n e  2 3 6 - 2 1 3 1 .  [ M & C  5 / 1 5 / 9 2 ]  
C O M P U T E R  S E R V I C E S  
T h e  C o m p u t e r  C e n t e r  i s  l o c a t e d  o n  t h e  s e c o n d  f l o o r  o f  L i v i n g s t o n  L o r d  L i b r a r y  a n d  
p r o v i d e s  c o m p u t e r  s e r v i c e  t o  t h e  c a m p u s .  S e r v i c e s  i n c l u d e  d a t a  e n t r y ,  s y s t e m  d e s i g n  a n d  
p r o g r a m m i n g ,  i n d i v i d u a l  a n d  g r o u p  t r a i n i n g ,  t e s t  g e n e r a t i o n  a n d  s c o r i n g ,  c o m p u t e r  
i n s t a l l a t i o n  a n d  r e p a i r ,  a n d  s t a t i s t i c a l  a n a l y s i s .  C o m p u t e r  l a b s  a r e  l o c a t e d  i n  v a r i o u s  
c a m p u s  b u i l d i n g s .  C a m p u s  c o m p u t e r  e q u i p m e n t  i n c l u d e s  m i c r o c o m p u t e r s ,  w o r k s t a t i o n s ,  
m i n i c o m p u t e r s ,  a n d  a c c e s s  t o  m a i n f r a m e  a n d  s u p e r c o m p u t e r s .  B i t N e t  a n d  T e l n e t  
e l e c t r o n i c  m a i l  s e r v i c e  i s  a v a i l a b l e  t o  f a c u l t y .  U s e  o f  t h e  e q u i p m e n t  i s  r e s t r i c t e d  t o  
M o o r h e a d  S t a t e  U n i v e r s i t y  f a c u l t y ,  s t a f f ,  a n d  s t u d e n t s .  F a c u l t y ,  s t a f f ,  a n d  s t u d e n t s  a r e  
e l i g i b l e  t o  p u r c h a s e  c o m p u t e r s  f r o m  s e l e c t e d  v e n d o r s  t h r o u g h  t h e  c a m p u s  c o m p u t e r  s t o r e  
w h i c h  i s  l o c a t e d  i n  t h e  M S U  B o o k s t o r e .  F o r  a d d i t i o n a l  i n f o r m a t i o n ,  c a l l  t h e  C o m p u t e r  
S e r v i c e  C e n t e r  a t  2 3 6 - 2 6 0 3  ' o r  t h e  C o m p u t e r  S t o r e ,  2 3 6 - 5 9 1 5 .  [ M & C  5 / 1 5 / 9 2 ]  
C O U N S E L I N G  A N D  P E R S O N A L  G R O W T H  C E N T E R  
T h e  C o u n s e l i n g  a n d  P e r s o n a l  G r o w t h  C e n t e r  p r o v i d e s  a  s e t t i n g  w h e r e  s t u d e n t s  m a y  
d i s c u s s  p e r s o n a l  o r  a c a d e m i c  c o n c e r n s .  T h e  C o u n s e l i n g  C e n t e r  s t a f f  a s s i s t s  s t u d e n t s  w i t h  
t h e i r  d e v e l o p m e n t  i n  s u c h  a r e a s  a s  c a r e e r  a n d  e d u c a t i o n a l  p l a n n i n g ,  p e r s o n a l  a n d  s o c i a l  
a d j u s t m e n t ,  a n d  s t u d y  s k i l l s  i m p r o v e m e n t .  C o u n s e l i n g  C e n t e r  s e r v i c e s  i n c l u d e  i n d i v i d u a l  
c o u n s e l i n g ,  l i f e  s k i l l s  c l a s s e s ,  c a r e e r  a n d  p e r s o n a l i t y  t e s t i n g ,  s u p p l e m e n t a l  i n s t r u c t i o n ,  
f r e e  p e e r  t u t o r i n g ,  c o n f l i c t  n e g o t i a t i o n  s e r v i c e s ,  s t u d y  s k i l l s  p r o g r a m s ,  s p e c i a l  p r o g r a m s  
f o r  r e t u r n i n g  a d u l t  s t u d e n t s ,  a n d  a  c o m p r e h e n s i v e  c a r e e r  l i b r a r y  c o n t a i n i n g  c u r r e n t  c a r e e r  
a n d  e d u c a t i o n a l  i n f o r m a t i o n  a n d  r e l a t e d  c o m p u t e r  s o f t w a r e .  Q u e s t i o n s  o r  r e q u e s t s  f o r  
s e r v i c e s  s h o u l d  b e  d i r e c t e d  t o  t h e  C o u n s e l i n g  a n d  p e r s o n a l  G r o w t h  C e n t e r ,  B r i d g e s  2 6 0 ,  
( 2 1 8 )  2 3 6 - 2 2 2 7 .  
L I B R A R Y  S E R V I C E S  
T h e  l i b r a r y  s t a f f  e n c o u r a g e s  a r i  a c t i v e  a n d  c o n t i n u i n g  e x c h a n g e  b e t w e e n  l i b r a r y  a n d  
c l a s s r o o m  f a c u l t y .  C l a s s r o o m  i n s t r u c t i o n  i n  t h e  u s e  o f  l i b r a r y  m a t e r i a l s  w i l l  b e  p r e s e n t e d  
u p o n  r e q u e s t .  
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THE WRITE SITE 
The Write Site is a writing resource center for Moorhead State Univers'ity students, faculty and staff. 
It offers help with writing, answers questions regarding writing, and provides a place for thoughtful 
writing. Some common problems the Write Site can help with include development of ideas, 
organization of a paper, basic writing skills, introductory and closing statements, punctuation and 
spelling. 
1999 Faculty Handbook Revision 
ACADEMIC ADVISING 
The purpose of the MSU Academic Advising Program is to help individual students 
realize the maximum educational benefits available to them at MSU. 
The functions of academic advising include: 
1. Providing students with information on policies, procedures and programs of the 
university. 
21 
2. Assisting students in choosing educational and career objectives commensurate 
with their interests and abilities and in exploring the possible consequences of their 
choices. 
3. Making students aware of the support services and other educational resources that 
may be pertinent to their educational objectives at this University. 
This process requires constructive, individualized relationships between students and 
qualified members ofthe academic community (often assisted by student advisors), who 
can and will provide the time and atmosphere conducive to extensive discussion of the 
above and related areas. 
All advisors are expected to provide time sufficient for their advisees to be able to see 
them with reasonable ease and frequency. Office hours should be posted. Special 
·arrangements should be made for Advising Week (the week preceding pre-registration). 
Under Article 10 ofthe MnSCUIIFO Agreement, normally faculty members will be 
responsible for ten hours weekly for student advising and other contacts with students, at 
times and approved locations ... posted at the faculty member's office. 
Specific official duties of all advisors included in the basic responsibilities listed above 
include: 
1. Approving and signing the student's advisor approval form and all program 
changes. 
2. Reviewing the student's progress toward completion ofliberal arts and major 
course requirements, including reviewing the student's total transcript sent (with a 
copy for the student) to the advisor each term. 
3. Approving and signing the student's application for graduation; and keeping 
adequate records. 
Each term all advisors receive the following from the Registrar's Office or the Office of 
Academic Affairs: 
1. A list of current advisees (the advisor should check this list and notify the 
Registrar's Office of any changes or discrepancies with his/her own records). 
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2 .  T w o  c o p i e s  o f  t r a n s c r i p t s  f o r  a l l  a d v i s e e s ,  i n c l u d i n g  o n e  f o r  t h e  s t u d e n t .  
3 .  C o p i e s  o f  n o t i c e s  o f " s u b j e c t  t o  s u s p e n s i o n "  s t a t u s  s e n t  t o  s t u d e n t s  w h o  w i l l  b e  
s u s p e n d e d  a t  t h e  e n d  o f  t h e  c u r r e n t  t e r m  u n l e s s  t h e y  f u l f i l l  s p e c i f i e d  G P  A  
r e q u i r e m e n t s .  
4 .  A d v i s i n g  f o r m s  a n d  o t h e r  m a t e r i a l s  a n d  i n f o r m a t i o n .  
I n  a d d i t i o n ,  a d v i s o r s  a r e  s e n t  c o p i e s  o f  a n  " a u d i t  t r a n s c r i p t , "  l i s t i n g  a l l  l i b e r a l  s t u d i e s  
c o u r s e s  c o m p l e t e d ,  f o r  e a c h  s t u d e n t .  
2 2  
T h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  i s  r e s p o n s i b l e  f o r  t h e  o f f i c i a l  a p p o i n t m e n t  o f  f a c u l t y  a n d  
s t u d e n t  a d v i s o r s  a n d  t h e i r  o r i e n t a t i o n  a n d  t r a i n i n g ;  f o r  a s s i s t i n g  a d v i s o r s  i n  a l l  a p p r o p r i a t e  
w a y s ,  i n c l u d i n g  c o o r d i n a t i n g  u n i v e r s i t y  s u p p o r t  s e r v i c e s  a s  t h e y  a p p l y  t o  a c a d e m i c  
a d v i s i n g ;  a n d  f o r  s u p e r v i s i n g  a n d  e v a l u a t i n g  M S U ' s  A c a d e m i c  A d v i s i n g  P r o g r a m .  T h e  
D i r e c t o r  o f  A c a d e m i c  S u p p o r t  P r o g r a m s - - i n  c o o p e r a t i o n  w i t h  f a c u l t y  a d v i s o r s ,  d e a n s ,  
c h a i r p e r s o n s ,  R e g i s t r a r ,  a n d  o t h e r  c o n c e r n e d  a d m i n i s t r a t i v e  o f f i c e r s - - i s  s p e c i f i c a l l y  
c h a r g e d  w i t h  t h i s  r e s p o n s i b i l i t y .  
A  u n i v e r s i t y  c o m m i t t e e  o n  a c a d e m i c  a d v i s i n g  m e e t s  r e g u l a r l y  t o  r e v i e w  t h e  p r o g r a m ,  
s u g g e s t  i m p r o v e m e n t s ,  a n d  a s s i s t  i n  i m p l e m e n t i n g  a d v i s i n g  p o l i c i e s .  
I f  a d v i s o r s  o f  s t u d e n t s  l e a v e  t h e  U n i v e r s i t y  o r  a r e  u n a b l e  t o  c o n t i n u e  t h i s  f u n c t i o n ,  t h e  
d e p a r t m e n t  c h a i r p e r s o n  r e a s s i g n s  t h e  a d v i s e e  a n d  n o t i f i e s  t h e  R e g i s t r a r  o f  t h e  c h a n g e .  A  
s t u d e n t  w h o  c h a n g e s  h i s / h e r  m a j o r  a n d / o r  a d v i s o r  c o n t a c t s  t h e  c h a i r p e r s o n  o f  t h e  n e w  
m a j o r  d e p a r t m e n t  ( o r  t h e  D i r e c t o r  o f  A c a d e m i c  S u p p o r t  P r o g r a m s ,  i n  c a s e  o f  u n d e c l a r e d  
s t u d e n t s )  t o  o b t a i n  t h e  n e w  a d v i s o r ' s  n a m e  a n d  r e t u r n s  t h e  c o m p l e t e d  f o r m  t o  t h e  
R e g i s t r a r .  T h e  R e g i s t r a r  n o t i f i e s  t h e  f o r m e r  a d v i s o r  o f  t h e  c h a n g e ,  a n d  t h e  f o r m e r  a d v i s o r  
f o r w a r d s  t h e  s t u d e n t ' s  f i l e  t o  t h e  n e w  a d v i s o r .  
A d v i s i n g  W e e k  i s  h e l d  p r i o r  t o  p r e - r e g i s t r a t i o n  e a c h  t e r m .  S t u d e n t s  a r e  s t r o n g l y  u r g e d  t o  
s e e  t h e i r  a d v i s o r s  d u r i n g  t h i s  p e r i o d ,  a n d  a d v i s o r s  s h o u l d  t h e n  a r r a n g e  e x p a n d e d  
o p p o r t u n i t i e s  t o  s e e  s t u d e n t s .  
F a c u l t y  A d v i s i n g  o f M S U  F r e s h m e n  
T h e  f a c u l t y  a d v i s o r  f r e q u e n t l y  p r o v i d e s  t h e  m o s t  s i g n i f i c a n t  c o n t a c t  a  f r e s h m a n  h a s  w i t h  
t h e  M S U  a c a d e m i c  e x p e r i e n c e .  T h e  r e l a t i o n s h i p  b e t w e e n  s t u d e n t  a n d  a d v i s o r  i s  o f  
t r e m e n d o u s  p o t e n t i a l  i m p o r t a n c e  t o  t h e  s t u d e n t ' s  i n t e l l e c t u a l  a n d  p e r s o n a l  d e v e l o p m e n t  
a n d  t o  t h e  U n i v e r s i t y ' s  f u l f i l l m e n t  o f  i t s  a c a d e m i c  m i s s i o n .  I t s  e f f e c t  o n  s t u d e n t  a t t r i t i o n  
a n d  r e t e n t i o n  i s  a l s o  o f  g r e a t  p r a c t i c a l  i m p o r t a n c e  t o  t h e  s t u d e n t  a n d  t o  M S U .  A  r e a l  
e f f o r t  t o  b e  a v a i l a b l e  t o  a d v i s e e s ,  a  c o n s c i e n t i o u s  o b s e r v a n c e  o f  t h e  a d v i s i n g  s c h e d u l e ,  
u s e  o f  t h e  s t a n d a r d  i n t e r v i e w ,  u s e  o f  r e f e r r a l  s e r v i c e s ,  a n d  s t u d e n t  a d v i s o r  a s s i s t a n c e  c a n  
r e s u l t  i n  e x c e l l e n t  a d v i s i n g .  
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Freshman advisors are nominated by departments and appointed by the Vice President for 
Academic Affairs. Freshmen who have declared majors in particular departments are 
assigned advisors from those departments. Freshman advisees may be reassigned by the 
chairperson of the major department during the spring semester of their sophomore, 
junior, or senior years. In most departments, students keep their original advisor until 
they graduate. 
Freshmen who have not declared majors (undeclared) are assigned to specifically 
selected faculty members who have volunteered for this service. "Undeclared" 
assignments and changes are made by the Director of Academic Support Programs. 
The MSU Peer Advisor Program 
The Peer Advisor Program at Moorhead State University, which began in 1971, offers 
assistance to students, particularly freshmen and new transfers, in making the best use of 
the academic opportunities and the various services offered by the University. The 
program supplements and expands faculty advising and counseling services. Peer 
advisors are employees of the Office of Academic Affairs; the program is administered 
by the Director of Academic Support Programs. Of the 40 students selected annually, 
about 30 are assigned to work primarily in their major departments, about 10 are 
employed as undeclared freshman advisors. 
All peer advisors' duties include summer advance registration of new entering freshmen 
and transfers, assistance to freshman faculty advisors in maintaining contact with their 
· advisees, and maintenance ofthe Peer Advisor Web Page and the Peer Advisor Center 
which is located in Flora Frick 155. · 
Departmental peer advisors may also be asked to assist majors and minors in their 
departments, to participate in department meetings and advise departmental clubs. Peer 
advisors are expected to help in all university academic projects and programs. For 
additional information call236-2282. [M&C 5115/92] 
ACADEMIC APPEALS 
Students seeking to waive a graduation requirement or similar academic policy should 
inquire at the Office of Academic Affairs to determine if an appeal is necessary. 
Students complete an appeal form, including a faculty advisor's statement and signature, 
and submit the form to the Office of Academic Affairs. 
The Committee on Academic Appeals reviews the appeal and approves or denies the 
appeal. 
Students who are not satisfied with the decision of the Academic Appeals Committee 
may appeal to the Associate Vice President of the University. 
..  
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A C A D E M I C  F O R G I V E N E S S  P O L I C Y  
T h e  A c a d e m i c  F o r g i v e n e s s  P o l i c y  a t  M o o r h e a d  S t a t e  g i v e s  a n  u n d e r g r a d u a t e  s t u d e n t  w h o  h a s  
b e e n  a w a y  f r o m  M S U  a t  l e a s t  f i v e  y e a r s ,  a  o n e - t i m e  o p p o r t u n i t y  t o  e s t a b l i s h  a  n e w  g r a d e  p o i n t  
a v e r a g e  ( G P  A ) .  S t u d e n t s  w h o  s e e k  r e d r e s s  u n d e r  t h e  A c a d e m i c  F o r g i v e n e s s  P o l i c y  m u s t  m e e t  
t h e  f o l l o w i n g  c o n d i t i o n s :  
2 4  
I .  T h e  s t u d e n t  m u s t  n o t  h a v e  b e e n  e n r o l l e d  a t  M o o r h e a d  S t a t e  U n i v e r s i t y  f o r  a  m i n i m u m  o f  
f i v e  c o n s e c u t i v e  y e a r s  p r i o r  t o  t h e  " p o i n t  o f  a c a d e m i c  f o r g i v e n e s s . "  
2 .  U p o n  r e a d m i s s i o n ,  t h e  s t u d e n t  m u s t  d e m o n s t r a t e  a d e q u a t e  a c a d e m i c  a b i l i t y  b y  c o m p l e t i n g  
1 2  u n d e r g r a d u a t e  c r e d i t s  a t  M S U  w i t h  a  m i n i m u m  G P A  o f 2 . 0 .  
A c a d e m i c  f o r g i v e n e s s  c a n n o t  b e  g r a n t e d  i f  a  s t u d e n t  h a s  e a r n e d  a  p o s t - s e c o n d a r y  d e g r e e  
f o l l o w i n g  t h e i r  i n i t i a l  M S U  a t t e n d a n c e  a n d  a p p l i e d  M S U  c r e d i t s  t o w a r d  t h a t  d e g r e e .  
S t u d e n t s  w h o  m e e t  t h e  t w o  c o n d i t i o n s  c i t e d  a b o v e  s h o u l d  c o n t a c t  t h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  
( O w e n s  2 0 5 )  f o r  t h e  a p p l i c a t i o n  f o r m .  A f t e r  t h e  A c a d e m i c  F o r g i v e n e s s  a p p l i c a t i o n  h a s  b e e n  
a p p r o v e d ,  t h e  R e g i s t r a r  w i l l  m a k e  t h e  f o l l o w i n g  a d j u s t m e n t s  t o  t h e  s t u d e n t ' s  t r a n s c r i p t .  
I .  T h e  t r a n s c r i p t  w i l l  b e  s e p a r a t e d  i n t o  t w o  s e c t i o n s  i n d i c a t i n g  t h e  p o i n t  o f  f o r g i v e n e s s .  
A c a d e m i c  f o r g i v e n e s s  w i l l  b e  i n d i c a t e d  o n  t h e  t r a n s c r i p t .  
2 .  N o  c r e d i t s  w i l l  b e  g r a n t e d  f o r  a n y  c o u r s e  c o m p l e t e d  a t  M S U  p r i o r  t o  t h e  p o i n t  o f  a c a d e m i c  
f o r g i v e n e s s .  H o w e v e r ,  t h e  c o u r s e  t i t l e s  a n d  g r a d e s  f r o m  t h e s e  c o u r s e s  w i l l  r e m a i n  o n  t h e  
t r a n s c r i p t .  
3 .  C a l c u l a t i o n  o f t h e  s t u d e n t ' s  g r a d e  p o i n t  a v e r a g e  w i l l  n o t  i n c l u d e  g r a d e s  r e c e i v e d  p r i o r  t o  
t h e  p o i n t  o f  a c a d e m i c  f o r g i v e n e s s .  [  A P  A C  2 / 6 / 9 6 ]  
A D D I N G  A N D  D R O P P I N G  C O U R S E S  
S t u d e n t s  m a y  m a k e  c h a n g e s  i n  t h e i r  a c a d e m i c  s c h e d u l e  w i t h i n  t h e  f o l l o w i n g  t i m e  l i m i t s :  
1 .  D u r i n g  t h e  f i r s t  s e v e n  c l a s s  d a y s ,  c h a n g e s  o f  a n y  k i n d  c a n  b e  m a d e  w i t h  n o  e x t r a  c h a r g e ,  a n d  
t u i t i o n  c h a r g e s  a r e  a d j u s t e d  t o  r e f l e c t  t h e  f i n a l  r e g i s t r a t i o n .  T h e s e  c o n d i t i o n s  a p p l y  o n l y  t o  
t h e  f i r s t  c l a s s  d a y  o f  a  s u m m e r  t e r m .  
2 .  I f  a  c o u r s e  i s  d r o p p e d  a f t e r  t h e  s e v e n t h  d a y  a n d  b e f o r e  t h e  5 5 t h  c l a s s  d a y  ( e n d  o f  e l e v e n t h  
w e e k ) ,  i t  w i l l  a p p e a r  o n  t h e  s t u d e n t ' s  r e c o r d  a s  a  w i t h d r a w a l  r : N ) .  T h e  w i t h d r a w a l  d e a d l i n e  
d u r i n g  s u m m e r  s e s s i o n s  i s  t h e  1 5 t h  d a y  ( e n d  o f t h i r d  w e e k ) .  T u i t i o n  from~ w i t h d r a w n  
c o u r s e  m a y  n o t  b e  a p p l i e d  t o  s u b s e q u e n t  c o u r s e  a d d i t i o n s .  A  $ 5 . 0 0  f e e  i s  c h a r g e d  f o r  m o s t  
c h a n g e s .  
3 .  D u r i n g  t h e  f i r s t  t h r e e  d a y s ,  c h a n g e s  m a y  b e  m a d e  a t  t h e  o n - l i n e  r e g i s t r a t i o n  s i t e .  A f t e r  t h a t ,  
s t u d e n t s  n e e d  t o  c o m p l e t e  a  d r o p / a d d  s l i p  a n d  o b t a i n  s i g n a t u r e s  o f  t h e  i n s t r u c t o r s  f o r  e a c h  
c o u r s e  a d d e d  o r  d r o p p e d  a n d  t h e  a d v i s o r ' s  s i g n a t u r e .  T h e  s i g n e d  s l i p  m u s t  b e  t u r n e d  i n  t o  t h e  
R e c o r d s  O f f i c e .  
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ARRANGED CLASS PERMITS 
Under current web registration practices, faculty will have Dragon ID and PIN numbers which 
will allow them to control access to their courses via the World Wide Web, the phone or the 
Student Registration application screens. Special Permissions, or Arrange Slips, will become an 
override code attached to the course. To admit a student, faculty must enter the appropriate 
information. 
Student registration may be done by the web, by phone or by computer using Student 
Registration Application screens. Students are required to see an advisor in order to receive their 
copy of the graduate audit, or advising transcript. 
All advisors will receive a Personal Data Form and a graduate audit for each of their advisees. 
The PDF contains various demographic data of the advisee and also contains the advisor access 
code. The code is, in essence, an electronic signature, and must be entered by the student in 
order for the student to register for classes. Faculty members should give each advisee their PDF 
after the advising sessions has been completed. All faculty, but especially new faculty, are 
encouraged to contact the Records Office if they would like a review, or instruction, in using the 
Touchtone or Web registration process. The graduation. audit sorts student credit hours into the 
various Liberal Studies categories (if applicable) and groups all other courses in alpha/numeric 
order . 
.Arranged class permits (available from Records Office and from most department secretaries) 
are to be used only for special arrangements with students for classes not assigned specific 
rooms, credit hours, and/or times. Courses requiring Special permission are marked with a (*) in 
the course schedule. 
AUDITING COURSES 
A student who wishes to audit a course (i.e., attend without seeking credit) must be admitted to 
the University, register for the course, and pay full tuition and fees. An ... audit" student may 
attend all class sessions but is not required to complete assignments or projects, participate in 
discussions, take examinations, or meet other requirements. A student must declare the intent to 
audit a course by submitting a Course Audit form, signed by the instructor, within the first ten 
class days of a term or by notifying the instructor at the time of registration in an evening class, 
workshop, or off-campus course. A student may not receive credit for auditing a course except 
by re-enrollment for credit and successful completion of the course in a subsequent term. An 
entry of"AU" is made .on the student's permanent academic record when a course is audited 
without credit. · [M&·c 5/15/92] 
BACHELOR'S DEGREES 
The Minnesota State Colleges and Universities (MnSCU) board adopted the following policy for 
awarding degrees: 
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B a c h e l o r ' s  D e g r e e s  m a y  b e  a w a r d e d  a f t e r  t h e  s u c c e s s f u l  c o m p l e t i o n  o f  a  p r o g r a m  o f  1 2 0 - 1 2 8  
s e m e s t e r  c r e d i t s .  A t  l e a s t  o n e - t h i r d  o f  t h e  r e q u i r e d  c r e d i t s  f o r  t h e  d e g r e e  s h a l l  b e  i n  n o n - m a j o r  
a r e a s  o f  g e n e r a l  o r  l i b e r a l  s t u d i e s ,  i n c l u d i n g  t h e  M i n n e s o t a  T r a n s f e r  C u r r i c u l u m .  A t  l e a s t  o n e -
t h i r d  o f  t h e  r e q u i r e d  c r e d i t s  f o r  t h e  d e g r e e  s h a l l  b e  u p p e r  d i v i s i o n  c r e d i t s .  F o r t y - f i v e  
q u a r t e r  o r  3 0  s e m e s t e r  c r e d i t s  s h a l l  b e  t a u g h t  b y  t h e  f a c u l t y  r e c o m m e n d i n g  t h e  a w a r d  o f  t h e  
d e g r e e .  T h i s  r e q u i r e m e n t  m a y  b e  d e c r e a s e d  u p o n  r e c o m m e n d a t i o n  o f  t h e  f a c u l t y .  T h e  
C h a n c e l l o r  o r  d e s i g n e e  m u s t  a p p r o v e  c r e d i t  l e n g t h s  w h i c h  e x c e e d  1 9 2  q u a r t e r  o r  1 2 8  s e m e s t e r  
c r e d i t s .  I f  a  s t u d e n t  c o m p l e t e s  t w o  m a j o r s ,  o n e  o f  w h i c h  w o u l d  l e a d  t o  a  B . S .  a n d  t h e  o t h e r  t o  a  
B . A . ,  t h e  s t u d e n t  m a y  c h o o s e  t h e  p r i m a r y  m a j o r  a n d  t h u s  t h e  d e g r e e  d e s i g n a t i o n .  
•  T h e  B a c h e l o r  o f  A r t s  ( B . A . )  s h a l l  r e p r e s e n t  a  g e n e r a l  l i b e r a l  a r t s  d e g r e e  w i t h  a  m a j o r  
i n  t h e  l i b e r a l  o r  f i n e  a r t s  a r e a s .  
•  T h e  B a c h e l o r  o f  S c i e n c e  ( B . S . )  s h a l l  r e p r e s e n t  a  d e g r e e  w i t h  a  m a j o r  i n  o t h e r  t h a n  t h e  
l i b e r a l  o r  f i n e  a r t s ,  o r  i n  a  p r o f e s s i o n a l ,  l i c e n s u r a b l e ,  o r  c e r t i f i e d  p r o g r a m  o f  s t u d i e s .  
C H A N G E  O F  G R A D E  
A n y  c h a n g e  o f  a  g r a d e  o n  t h e  o f f i c i a l  g r a d e  r e p o r t  m u s t  b e  m a d e  b y  t h e  i n s t r u c t o r ,  w h o  s u b m i t s  a  
c h a n g e  o f  g r a d e  f o r m  t o  t h e  a p p r o p r i a t e  a c a d e m i c  d e a n .  S e e  a l s o  G r a d e  A p p e a l  P r o c e d u r e .  
[ M & C  5 / 1 5 / 9 2 ]  
C H E A T I N G  I N  T H E  C L A S S R O O M  
C o u r s e  i n s t r u c t o r s  s h o u l d  t a k e  a l l  r e a s o n a b l e  m e a s u r e s  t o  p r e v e n t  a c a d e m i c  d i s h o n e s t y .  W h e n  
t h e  i n s t r u c t o r  h a s  c o n v i n c i n g  e v i d e n c e  o f  c h e a t i n g ,  i n c l u d i n g  p l a g i a r i s m ,  t h e  f o l l o w i n g  a c t i o n s  
m a y  b e  t a k e n :  
1 .  A s s i g n  a  f a i l i n g  g r a d e  t o  t h e  p a p e r ,  e x a m i n a t i o n ,  r e p o r t ,  e t c . ,  o n  w h i c h  t h e  s t u d e n t  c h e a t e d .  
2 .  A s s i g n  a  f a i l i n g  g r a d e  f o r  t h e  c o u r s e  i n  w h i c h  t h e  s t u d e n t  c h e a t e d .  
I n  e i t h e r  c a s e ,  t h e  i n s t r u c t o r  m u s t  i n f o r m  t h e  s t u d e n t  a n d ,  m a y ,  b u t  i s  n o t  r e q u i r e d  t o ,  r e p o r t  t h e  
o f f e n s e  a n d  h i s / h e r  a c t i o n  t o  a n y  o r  a l l  o f  t h e  f o l l o w i n g :  t h e  R e g i s t r a r ,  t h e  f a c u l t y  d e a n ,  t h e  V i c e  
P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s ,  a n d  t h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s .  I f  t h e  o f f e n s e  i s  
r e p o r t e d ,  t h e  s t u d e n t  m u s t  b e  n o t i f i e d  s i m u l t a n e o u s l y .  
I f  t h e  i n s t r u c t o r  f e e l s  t h e  s e r i o u s n e s s  o f  t h e  o f f e n s e  w a r r a n t s  a  m o r e  s e v e r e  p e n a l t y ,  o r  i f  h e / s h e  
b e l i e v e s  i t  i s  a p p r o p r i a t e  t o  d o  s o  f o r  a n y  o t h e r  r e a s o n ,  t h e  i n c i d e n t  m a y  b e  r e p o r t e d  t o  t h e  
S t u d e n t  C o n d u c t  C o m m i t t e e  t h r o u g h  t h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s .  T h e  i n s t r u c t o r ' s  
r e p o r t  m u s t  b e  i n  w r i t i n g  a n d  b e  a c c o m p a n i e d  b y  e v i d e n c e .  
A n y  s t u d e n t  w h o  h a s  b e e n  a c c u s e d  o f  c h e a t i n g  h a s  t h e  r i g h t  t o  a p p e a l  t o  h i s / h e r  a d v i s o r ,  t h e  
d e p a r t m e n t  c h a i r p e r s o n ,  t h e  f a c u l t y  d e a n ,  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  a n d ,  
u l t i m a t e l y ,  t o  t h e  P r e s i d e n t  o f t h e  U n i v e r s i t y .  [ M & C  5 / 1 5 / 9 2 ]  
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CLASS LISTS 
Three class lists are sent from the Records Office to department chairpersons for distribution to 
faculty each term. Class lists are also available on microcomputer disks. A preliminary list is 
sent prior to the first week of classes, a second list (after additions and drops) is distributed 
during the second week of classes, and the final list (for reporting grades) is sent prior to final 
exams. [M&C 5/15/92] 
CLASS PERIODS 
The daily/weekly class schedule is based primarily on three- and four-credit hour blocks. There 
are a number of restrictions which are in place to accommodate students who take a mixture of 
three- and four-credit classes. 
DAILY SCHEDULING OPTIONS 
4-Credit 
3-Credit 4- Credit MF&any 3-Credit 4-Credit 
Time MWFOJ!tion MWFOntion 2ofTWH TH Ogtion TH OJ!tion 
7:00a.m. 7:30-8:40 
8:00a.m. 8:00-8:50 8:00-8:50 8:00-9:15 8:00-9:40 
9:00a.m. 9:00-9:50 9:00-10:10 Not Available 
9:30-10:45 
10:00 a.m. 10:00-10:50 10:00-10:50 10:00-11:40 
10:30-11:40 
11:00 a.m. 11:00-11:50 11 :00-11 :50 11:00-12:15 
12:00p.m. 12:00-12:50 12:00-1:10 Not Available 12:00-1:40 
12:30-1:45 
l:OOp.m. 1:00-1:50 1:00-1:50 
1:30-2:40 
2:00p.m. 2:00-2:50 2:00-2:50 2:00-3:15 2:00-3:40 
3:00p.m. 3:00-3:50 3:00-4:10 Not Available 
(or to 4:15 MW) 3:00-4:40 (MW) 3:30-4:45 
4:00p.m. 4:00-4:50 4:00-4:50 4:00-5:40 
(or to· 5: 15 MW) 4:30-6:10 (MW) (may use MTWH) 
5:00p.m. 
6:00p.m. Any Evening Any Evening Any Evening · Any Evening 
6:30-9:00 6:30-9:50 6:30-9:00 6:30-9:50 
7:00p.m. 
8:00p.m. 
9:00p.m. 
!O:OOp.m. 
..  
1 9 9 9  F a c u l t y  H a n d b o o k  R e v i s i o n  
2 8  
T h r e e - C r e d i t  C l a s s e s  
T h r e e - c r e d i t  c l a s s e s  a r e  h e l d  o n  M o n d a y - W e d n e s d a y - F r i d a y  ( M W F )  o r  o n  T u e s d a y - T h u r s d a y  
( T H ) .  O n  M W F  c l a s s  p e r i o d s  a r e  5 0  m i n u t e s  l o n g  a n d  b e g i n  o n  t h e  h o u r .  C l a s s e s  w h i c h  s t a r t  a t  
3 : 0 0  o r  4 : 0 0  m a y  m e e t  o n  M W  o n l y ,  i n  w h i c h  c a s e  c l a s s  p e r i o d s  a r e  7 5  m i n u t e s  l o n g .  O n  T H  
c l a s s  p e r i o d s  a r e  7 5  m i n u t e s  l o n g  a n d  b e g i n  a t  8 : 0 0 ,  9 : 3 0 ,  1 1 : 0 0 ,  1 2 : 3 0 ,  2 : 0 0 ,  a n d  3 : 3 0 .  
F o u r - C r e d i t  C l a s s e s  ( a n d  2 - c r e d i t  h a l f  s e m e s t e r  c l a s s e s )  
F o u r - c r e d i t  c l a s s e s  m a y  b e  s c h e d u l e d  o n  a  M W F  o r  T H  b a s i s ,  l i k e  t h r e e - c r e d i t  c l a s s e s ,  o r  t h e y  
c a n  b e  s c h e d u l e d  f o u r  d a y s  p e r  w e e k .  D e s i g n a t e d  M W F  t i m e  s l o t s  a r e  7 0  m i n u t e s  l o n g  a n d  
b e g i n  a t  7 : 3 0 , 9 : 0 0 ,  1 0 : 3 0 ,  1 2 : 0 0 ,  1 : 3 0 ,  a n d  3 : 0 0 .  F o u r - c r e d i t  T H  c l a s s  p e r i o d s  a r e  1 0 0  m i n u t e s  
l o n g  a n d  b e g i n  o n  e v e n  h o u r s  ( 8 : 0 0 ,  1 0 : 0 0 ,  1 2 : 0 0 ,  2 : 0 0  a n d  4 : 0 0 ) .  F o u r - c r e d i t  M F  a n d  a n y  t w o  
o f T ,  W  o r  H  c l a s s e s  m e e t  f o r  5 0  m i n u t e s  e a c h  d a y  a n d  a r e  r e s t r i c t e d  t o  t h e s e  s t a r t  t i m e s :  8 : 0 0 ,  
1 0 : 0 0 ,  1 1  : 0 0 ,  1 : 0 0 ,  2 : 0 0 ,  a n d  4 : 0 0  ( n o t e  4 : 0 0 p m  m a y  u s e  M T W H ) .  
L a b o r a t o r i e s  
L a b s  w h i c h  m e e t  f o r  t h r e e  c l o c k  h o u r s  e a c h  w e e k  m a y  b e  s c h e d u l e d  a n y  d a y  o f  t h e  w e e k .  
M o n d a y ,  W e d n e s d a y ,  o r  F r i d a y  l a b s  s h o u l d  m e e t  1 2 : 0 0 - 2 : 5 0  o r  3 : 0 0 - 5 : 5 0 .  O n  T u e s d a y  o r  
T h u r s d a y ,  l a b s  a r e  t o  b e g i n  a t  t h e s e  t i m e s :  8 : 0 0 ,  1 1 : 0 0 ,  o r  2 : 0 0 .  S h o r t e r  l a b s  m a y  b e  s c h e d u l e d ,  
a s  w e l l ,  b u t  t h e y  s h o u l d  n o t  c r o s s  m o r e  t h a n  t w o  e x i s t i n g  t i m e  s l o t s  o n  t h e  3 - o r  4 - c r e d i t  s t a n d a r d  
s c h e d u l e .  
T w o - C r e d i t  C l a s s e s  ( o r  b l o c k  c l a s s e s  m e e t i n g  f o r  t w o  h o u r  t i m e  p e r i o d s )  
C l a s s e s  m a y  b e  s c h e d u l e d  o n  M W F  u s i n g  t h e  3 - c r e d i t  M W F  o p t i o n s  a s  l i s t e d  a b o v e  o r  o n  a n y  
M W ,  M F ,  o r  W F .  T w o - c r e d i t  T H  c l a s s e s  u s e  e i t h e r  t h e  3 - c r e d i t  o r  4 - c r e d i t  T H  o p t i o n s ,  a s  l i s t e d  
a b o v e .  
E v e n i n g  C l a s s e s  
E v e n i n g  c l a s s e s  b e g i n  a f t e r  4 : 0 0  P M  a n d  m a y  b e  s c h e d u l e d  i n  w h a t e v e r  w a y  t h e  f a c u l t y  m e m b e r  
c h o o s e s .  T h r e e  c r e d i t  c l a s s e s  m u s t  m e e t  f o r  a  t o t a l  o f  1 5 0  m i n u t e s  o f  a c t u a l  i n s t r u c t i o n a l  t i m e  
e a c h  w e e k ,  a n d  f o u r - c r e d i t  c l a s s e s  m u s t  b e  s c h e d u l e d  t o  m e e t  f o r  2 0 0  m i n u t e s  o f  i n s t r u c t i o n a l  
t i m e  e a c h  w e e k .  
S c h e d u l i n g  R e s t r i c t i o n s :  
1 .  D e p a r t m e n t s  a r e  r e s p o n s i b l e  f o r  s c h e d u l i n g  c l a s s e s  i n  a  w a y  t h a t  e f f i c i e n t l y  u s e s  a s s i g n e d  
c l a s s r o o m  s p a c e .  
2 .  D e p a r t m e n t s  a r e  r e s p o n s i b l e  f o r  s c h e d u l i n g  c l a s s e s  i n  a  w a y  t h a t  u s e s  s t u d e n t  t i m e  w i s e l y  a n d  
e f f i c i e n t l y ,  a s  w e l l .  
·  3 .  D e p a r t m e n t s  m u s t  u s e  a l l  f i v e  d a y s  o f  t h e  w e e k  f o r  s c h e d u l i n g  c o u r s e s ,  w i t h  a  p r o p o r t i o n  o f  
c l a s s e s  m e e t i n g  o n  M W F  a n d  a  p r o p o r t i o n  m e e t i n g  T H .  
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4. Courses should be scheduled in evening hours on a rotating basis so a broad cross-section of 
the curriculum is offered by the department. 
5. While no mandated open time is included in the schedule, Friday afternoons (from 3:00 to 
5:00) will generally be available for faculty and student meetings and for university-wide 
colloquia. 
6. Academic Deans are responsible for monitoring adherence to these criteria. 
[Approved by President Barden 1/22/98] 
CONFIDENTIAL RECORDS 
Confidential information about students at Moorhead State University is maintained in several 
offices. Such reports are on file only when students have utilized the services of such offices and 
are solely for the purposes of maintaining essential records, providing required reports to 
governmental agencies, and furnishing services to students . . Further information is contained in 
the Family Educational Rights and Privacy Act (FERPA) section. 
CONTINUING STUDIES 
The Moorhead State mission statement refers to "learners all their lives," and MSU goal number 
6 is to "provide services to the region through appropriate outreach programs." Continuing 
Studies is designed to help departments implement this part of the mission statement. A variety 
. of courses, workshops, and other types of offerings are provided in our service region in order to 
meet the needs of our communities. 
Constituents' needs may include regular curriculum classes for adults seeking degrees, in-service 
education for professionals or civic leaders in the region, or enrichment opportunities for citizens 
of the community. It is important that offerings be appropriate for university sponsorship in 
terms of content and rigor. 
Continuing Studies serves university needs by providing an effective means for organizing and 
approving courses and workshops, especially when it is important to move quickly, because the 
opportunity is current. . Continuing Studies offerings require academic approval, but do not go 
through the curriculum development and review process that permanent parts of the curriculum 
do. In order for Moorhead State to be known as an institution which is on top of new trends in 
the professions, workshops or conferences about those trends are important, but seldom is there 
time for AP AC scrutiny. If the content ofihe course or workshop is to become part of the 
permanent curriculum, then it will follow the usual channels for approval. In addition to new 
trends, other kinds of opportunities may occur, such as a visiting artist, or a specific request from 
professional groups, local companies, or community organizations. 
. .  
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E l i g i b l e  C u r r i c u l a  
A n y  o f f - c a m p u s  c o u r s e ,  c r e d i t  o r  n o n - c r e d i t ,  i s  o f f e r e d  t h r o u g h  C o n t i n u i n g  S t u d i e s .  
O n - c a m p u s  C o n t i n u i n g  S t u d i e s  c o u r s e s  s h o u l d  n o t  c o m p e t e  w i t h  r e g u l a r  d e p a r t m e n t a l  c o u r s e  
o f f e r i n g s .  D e p a r t m e n t a l  a l l o c a t i o n s  s u p p o r t  n o r m a l  d e p a r t m e n t a l  c o u r s e  o f f e r i n g s ,  w h i l e  f a c u l t y  
s a l a r i e s  f o r  o f f - c a m p u s  c o u r s e s  a n d  f o r  a p p r o p r i a t e  o n - c a m p u s  o f f e r i n g s  a r e  p a i d  f r o m  t h e  
C o n t i n u i n g  S t u d i e s  b u d g e t .  
T h e r e  a r e  t w o  s p e c i a l  c a s e s  w h i c h  a r e  e x c e p t i o n s  t o  t h i s  p o l i c y .  S a t u r d a y  p a c k a g e d  c o u r s e s  a r e  
c o u r s e s  f r o m  t h e  r e g u l a r  c u r r i c u l u m  w h i c h  a r e  t a u g h t  i n  t h i s  p a r t i c u l a r  f o r m a t .  T h e  H u m a n  
·  R e l a t i o n s  c o u r s e ,  E d  4 0 8 ,  i s  a n o t h e r  s p e c i a l  c a s e ,  b e c a u s e  t h e  a u d i e n c e  f o r  t h i s  c o u r s e  i s  n o t  t h e  
r e g u l a r  s t u d e n t  b o d y .  
N u m b e r i n g  C o n t i n u i n g  S t u d i e s  C o u r s e s  a n d  W o r k s h o p s  
I n  o r d e r  t o  d i f f e r e n t i a t e  d e p a r t m e n t a l  o f f e r i n g s  f r o m  C o n t i n u i n g  S t u d i e s  o f f e r i n g s ,  C o n t i n u i n g  
S t u d i e s  c o u r s e s  c a r r y  n u m b e r s  e n d i n g  i n  8 9  ( s u c h  a s  1 8 9 , 2 8 9 ,  3 8 9 ,  o r  4 8 9 )  a n d  w o r k s h o p s  c a r r y  
n u m b e r s  e n d i n g  i n  9 9 .  B e c a u s e  o f  t h i s  p r a c t i c e ,  a d v i s o r s  r e a d i n g  t r a n s c r i p t s  c a n  i d e n t i f y  
C o n t i n u i n g  S t u d i e s  c o u r s e s ,  w h i c h  i n  n e a r l y  a l l  c a s e s  h a v e  n o t  b e e n  s u b j e c t  t o  A P A C  r e ' : ' i e w ,  b u t  
a p p r o v e d  o n l y  b y  t h e  a c a d e m i c  d e p a r t m e n t  a n d  d e a n .  
C o n t a c t  H o u r s  
F o r  c o u r s e s ,  a t  l e a s t  1 5  c o n t a c t  h o u r s  p e r  c r e d i t  m u s t  b e  s c h e d u l e d .  
F o r  w o r k s h o p s ,  t h e  f o l l o w i n g  a p p l i e s :  
1 .  T h e r e  m u s t  b e  a  m i n i m u m  o f  1 8  c o n t a c t  h o u r s  p e r  c r e d i t  o f f e r e d .  
2 .  A  o n e - c r e d i t  w o r k s h o p  m u s t  n o t  t a k e  p l a c e  w i t h i n  a  s i n g l e  d a y .  
3 .  A  m a x i m u m  o f 2  c r e d i t s  m a y  b e  o f f e r e d  w i t h i n  o n e  c a l e n d a r  w e e k .  
4 .  A  m a x i m u m  o f  4  c r e d i t s  m a y  b e  o f f e r e d  w i t h i n  a  t w o  w e e k  p e r i o d .  
5 .  F o r  w o r k s h o p s  o r  c o u r s e s  i n  w o r k s h o p  f o r m a t  l a s t i n g  l o n g e r  t h a n  2  w e e k s ,  t h e  1 5  h o u r s  
p e r  c r e d i t  p o l i c y  a p p l i e s .  
W h a t  i s  t h e  d i f f e r e n c e  b e t w e e n  a  c o u r s e  a n d  a  w o r k s h o p ?  W h e n  i t  m e e t s  o n e  o r  m o r e  t i m e s  p e r  
w e e k ,  o v e r  t h e  l e n g t h  o f  a  t e r m ,  i t  i s  c l e a r l y  a  c o u r s e .  W h e n  i t  m e e t s  t w o  S a t u r d a y s  f r o m  8 : 0 0  
A . M .  t o  4 : 0 0 P . M . ,  i t  i s  c l e a r l y  a  w o r k s h o p .  M a n y  v a r i a t i o n s  o f  f o r m a t  a r e  p o s s i b l e ,  a n d  
s o m e t i m e s  i t  i s  u n c l e a r  w h e t h e r  t h e  o f f e r i n g  i s  a  c o u r s e  o r  a  w o r k s h o p .  T h e r e  m u s t  b e  t i m e  f o r  
s t u d e n t s  t o  r e a d ,  r e f l e c t ,  a n d  a s s i m i l a t e  m a t e r i a l  b e t w e e n  c l a s s  s e s s i o n s  i n  o r d e r  t o  s c h e d u l e  t h e  
1 5  h o u r s  p e r  c r e d i t  o f  c o n t a c t  t i m e  t h a t  a  c o u r s e  r e q u i r e s .  W h e n  m o r e  h a n d s - o n  a c t i v i t i e s  a r e  
p l a n n e d  a n d  ·s o m e w h a t  l e s s  o u t s i d e - o f - c l a s s  s t u d y i n g  i s  e x p e c t e d ,  t h e  1 8  h o u r s  p e r  c r e d i t  o f  
c o n t a c t  t i m e  s h o u l d  b e  s c h e d u l e d .  
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Salaries 
Faculty are paid according to the IFO contract. Low enrollment in a class (less than 15 students) 
may require cancellation of the class. Occasionally it ·is advantageous to continue the class with 
low enrollment and pro-rate the salary, based on the number of registrations, dependent on 
mutual agreement between the faculty member and the Director of Continuing Studies. 
The contract does not address faculty salary for non-credit offerings, and market value applies in 
these situations. 
The IFO contract stipulates that normally total overload shall not exceed.six semester credits in 
an academic year (Article 12). Those hired as adjunct faculty shall not teach more than 10 
semester credits in that status during an academic year. 
Scheduling 
On-campus credit-based Continuing Studies courses must meet after 4:00p.m. This requirement 
does not apply to off-campus offerings, to non-credit workshops, or to summer courses and 
workshops. 
Graduate Level Offerings 
Six- and seven- hundred-level courses should not be offered through Continuing Studies, except 
.under unusual circumstances. The recommendation of the appropriate academic dean is 
required. 
Service Region 
Off-campus courses are not offered outside of Moorhead State's geographical area as identified 
by agreement with the other state universities. This is an informal agreement which avoids 
competition for students in areas which produce low enrollments. A map of this territory is in 
the Continuing Studies office. On rare occasions we offer courses outside ofMSU's area with 
the permission of the Continuing Education Director in the other area, and on rare occasions 
other state universities will offer courses in MSU's area. Generally this is done when one 
university is offering a course that the other university does not offer or have faculty to teach. 
As a courtesy to community colleges we do not duplicate their course offerings in their location. 
Non-Credit Offerings . 
Non-credit offerings take a variety of forms such as workshops, seminars, tours, etc. We can be 
quite flexible, but activities must meet MSU's academic standards and promote a positive 
institutional image. Scheduling may be independent of the academic calendar. 
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C o s t s  t o  p a r t i c i p a n t s  a r e  b a s e d  o n  e x p e n s e s  n e e d e d  t o  c o n d u c t  t h e  c o u r s e  o r  w o r k s h o p ,  s u c h  
a s  p r e s e n t e r ' s  f e e ,  t r a n s p o r t a t i o n  a n d  l o d g i n g  f o r  t h e  p r e s e n t e r ,  r e f r e s h m e n t s  p r o v i d e d ,  
m a t e r i a l s  n e e d e d ,  a d m i n i s t r a t i v e  f e e s ,  e t c .  A d m i n i s t r a t i v e  f e e s  a r e  u s u a l l y  $ 5 . 0 0  p e r  p e r s o n  
a t t e n d i n g ,  a l t h o u g h  t h e r e  c a n  b e  e x c e p t i o n s  t o  t h i s .  F o r  i n s t a n c e ,  s o m e t i m e s  i t  i s  d e s i r a b l e  t o  
b r i n g  h i g h  s c h o o l  s t u d e n t s  o n  c a m p u s  f o r  t h e  l o w e s t  p o s s i b l e  c o s t  b e c a u s e  r e c r u i t m e n t  m a y  b e  
a  f r i n g e  b e n e f i t .  O t h e r  g r o u p s  u s e  l a r g e r  t h a n  a v e r a g e  a m o u n t s  o f  u n i v e r s i t y  r e s o u r c e s  a n d  
o u g h t  t o  p a y  m o r e  t h a n  $ 5 . 0 0  p e r  p e r s o n .  
B u d g e t  
A  b u d g e t  m u s t  b e  p l a n n e d  f o r  n o n - c r e d i t  o f f e r i n g s  a n d  f o r  a n y  c r e d i t  o f f e r i n g  w h i c h  i n v o l v e s  
.  e x p e n s e s  o v e r  a n d  a b o v e  t u i t i o n .  A t  t h e  e n d  o f  t h e  w o r k s h o p  o r  c o u r s e ,  a  b u d g e t  r e p o r t  m u s t  
b e  f i l e d  i n  t h e  C o n t i n u i n g  S t u d i e s  o f f i c e .  
E v a l u a t i o n s  
M e t h o d s  o f  e v a l u a t i o n  w i l l  v a r y  w i t h  t h e  t y p e  o f  o f f e r i n g .  F a c u l t y  a n d  d e p a r t m e n t s  s h o u l d  
r e l y  o n  f o r m s  a n d  s t r a t e g i e s  a v a i l a b l e  t o  t h e m  f o r  a p p r o p r i a t e  e v a l u a t i o n .  A t  t h e  e n d  o f  t h e  
c o u r s e  o r  w o r k s h o p ,  t h e s e  e v a l u a t i o n s  s h o u l d  b e  r e v i e w e d  b y  t h e  p r o p e r  p e o p l e  a n d  f i l e d  f o r  
f u t u r e  r e f e r e n c e .  
P r o c e s s  F o r  P l a n n i n g  a n d  A p p r o v a l  o f  C o n t i n u i n g  S t u d i e s  O f f e r i n g s  
T h e  s a m e  p l a n n i n g  a n d  a p p r o v a l  p r o c e s s  i s  f o l l o w e d  f o r  b o t h  c r e d i t  a n d  n o n - c r e d i t  c o u r s e s  
a n d  w o r k s h o p s .  T h e  c r i t e r i a  f o r  a p p r o v a l  m a y  b e  d i f f e r e n t ,  b u t  t h e  p r o c e s s  i s  t h e  s a m e .  
1 .  D i s c u s s i o n  i s  h e l d  a m o n g  i n t e r e s t e d  p a r t i e s  a s  t o  t h e  n e e d  a n d  d e s i r a b i l i t y  o f  a  p a r t i c u l a r  
o f f e r i n g  a n d  t h e  l o c a t i o n  a n d  t i m e  i t  m i g h t  b e  o f f e r e d .  I n t e r e s t e d  p a r t i e s  i n c l u d e  f a c u l t y  
m e m b e r s  w h o  m i g h t  t e a c h  s u c h  a  c o u r s e ,  t h e  c h a i r  a n d  t h e  d e a n  o f  t h e  d e p a r t m e n t  
i n v o l v e d ,  a n d  c o n s t i t u e n t s  w h o  m i g h t  t a k e  t h e  c o u r s e  o r  w o r k s h o p .  T h e  p r e l i m i n a r y  
c o u r s e  p r o p o s a l  f o r m  i s  u s e d  a t  t h i s  t i m e .  I t  i s  i m p o r t a n t  t o  b e  a w a r e  o f  w o r k l o a d  
r e q u i r e m e n t s  e a r l y  i n  t h e  p l a n n i n g  s t a g e s .  
2 .  W h e n  p r e l i m i n a r y  a p p r o v a l  h a s  b e e n  g r a n t e d ,  t h e  f a c u l t y  m e m b e r  c o m p l e t e s  a  c o u r s e  
p r o p o s a l  f o r m  ( W - 7 0 ) .  T h e  i t e m s  o n  t h i s  f o r m  i n c l u d e  a  d e s c r i p t i o n  o f  t h e  c o u r s e ,  t h e  
d a t e s ,  t i m e ,  n u m b e r  o f  c r e d i t s ,  e t c .  W h e n  a p p r o v e d ,  t h i s  f o r m  s e r v e s  a s  a  c o n t r a c t ,  a n d  
i n f o r m a t i o n  f o r  p a y r o l l  f o r m s  i s  t a k e n  f r o m  t h e  W  - 7 0  f o r m s .  I n  a d d i t i o n ,  t h e  c l a s s  
s c h e d u l e  i s  t a k e n  f r o m  t h e  c o u r s e  p r o p o s a l ,  a n d  d e a n s  a n d  d e p a r t m e n t  c h a i r s  u s e  t h e i r  
c o p i e s  f o r  k e e p i n g  r e c o r d s  o f  f a c u l t y  o v e r l o a d s  a n d  a d j u n c t  f a c u l t y  l o a d s .  B e c a u s e  o f  t h i s ,  
a  c o u r s e  p r o p o s a l  f o r m  m u s t  b e  c o m p l e t e d  f o r  e a c h  c l a s s  t a u g h t ,  e v e n  i f  t h e  c o u r s e  h a s  
b e e n  a p p r o v e d  s e v e r a l  t i m e s  b e f o r e .  
3 .  I f  t h e  i n s t r u c t o r  i s  n o t  a  m e m b e r  o f  t h e  M o o r h e a d  S t a t e  f a c u l t y ,  h e / s h e  m u s t  c o m p l e t e  t h e  
S t a n d a r d  F a c u l t y  A p p l i c a t i o n  f o r m  i n  a d d i t i o n  t o  t h e  c o u r s e  p r o p o s a l  f o r m .  
4 .  T h e  c o u r s e  p r o p o s a l  i s  r e v i e w e d  b y  a  d e p a r t m e n t a l  c o m m i t t e e .  T h i s  c o m m i t t e e  c o n s i d e r s  
w h e t h e r  o r  n o t  t h e  c o u r s e  i s  a p p r o p r i a t e  f o r  t h e  u n i v e r s i t y  t o  o f f e r ,  i f  t h e  c o n t e n t  i s  
s u f f i c i e n t  a c a d e m i c a l l y ,  a n d  i f t h e  c o n t e n t  w a r r a n t s  t h e  n u m b e r  o f  c r e d i t s  l i s t e d .  I f  t h e  
i n s t r u c t o r  i s  a d j u n c t  f a c u l t y ,  t h i s  c o m m i t t e e  m u s t  a l s o  r e v i e w  t h a t  p e r s o n ' s  q u a l i f i c a t i o n s .  
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When the course is approved, the course proposal form is signed by the department chair. 
If the course is not approved, a memo must be attached to the course proposal form listing 
the reasons for non-approval. Occasionally the chair signs the form without consulting a 
departmental committee when the course is routin<:: or was approved on previous 
occasiOns. 
5. After signing the course proposal form, the department chair sends it to the Director of 
Continuing Studies, who forwards the form to the dean ofthe appropriate area. If the 
dean approves, the form returns to the Director of Continuing Studies. If the dean does 
not approve the course, a memo of non-approval is attached. 
6. If the course carries graduate credit, the course proposal form is sent to the Dean of 
Academic Services for approval. If the dean approves tlle course, he/she signs it and 
returns it to the Director of Continuing Studies. If the dean does not approve the course, · 
notation of non-approval is attached. 
7. The course proposal is signed by the Director of Continuing Studies. 
8. Copies of the form are distributed to the faculty member, the department chair, the 
appropriate academic dean, and the Continuing Studies office. 
9. Continuing Studies publicizes courses and workshops in the semester class schedule. 
Occasionally additional promotion, such as a flyer or leaflet, is disseminated. The 
schedule is taken from the course proposal forms, so only courses that have been approved 
will be included. The schedule must be printed early in the term for distribution about 
mid-semester so that students may plan. Course offerings that are not planned at least one 
semester prior to the term they are taught cannot be well publicized. [M&C 5/15/92] 
COURSE OFFERINGS 
Schedules of courses to be offered are prepared by the departments, subject to approval by the 
faculty dean, and submitted to the Registrar. Course schedules for summer sessions are 
requested about December 1 by the Dean of Academic Services. · [M&C 5/15/92] 
CREDIT BY DEPARTMENTAL EXAMINATION 
(CHALLENGE OF MSU COURSES) 
A student may challenge a course at Moorhead State University through an examination for 
credit if(l) the course can be properly evaluated on the basis of such an examination, .(2) the 
appropriate department chairperson gives approval, and (3) the required fee ($7.50 per credit 
sought) is paid in advance to the Business Office. The application form for challenge 
examinations is available in the Office of Academic Affairs. After the examination is 
completed and evaluated, a grade of Pass (S) or Fail (F) and the appropriate credits are 
recorded on the form which is then forwarded to the department chairperson and Academic 
Affairs Office for approval. 
If the student receives a Pass grade, the credit is placed on his/her permanent record. If he/she 
fails the examination, the form is placed in his/her file but not entered on his/her transcript. 
. .  
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C r e d i t  m a y  n o t  b e  g r a n t e d  b y  e x a m i n a t i o n  i f  t h e  s t u d e n t  h a s  p r e v i o u s l y ,  o r  i s  c u r r e n t l y ,  
r e g i s t e r e d  f o r  a n  e q u i v a l e n t  c l a s s .  N o  s t u d e n t  m a y  r e p e a t  a n y  e x a m i n a t i o n  f o r  c r e d i t .  
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[ M & C  5 / 1 5 / 9 2 ]  
C U R R I C U L U M  D E V E L O P M E N T  
C h a n g e s  i n  t h e  c u r r i c u l u m  m a y  b e  p r o p o s e d  b y  i n d i v i d u a l  f a c u l t y  m e m b e r s ,  s t u d e n t s ,  o r  
a d m i n i s t r a t o r s ,  o r  b y  d e p a r t m e n t s  o r  c o m m i t t e e s .  T h e  r o u t e  f o r  s u c h  c h a n g e s  i s  a s  f o l l o w s :  
1 .  P r o p o s a l  ( m o s t  n o r m a l l y  f r o m  a n  a c a d e m i c  d e p a r t m e n t )  t o  t h e  f a c u l t y  d e a n .  
2 .  R e v i e w  a n d  r e c o m m e n d a t i o n  b y  t h e  d e a n  f r o m  w h o s e  a r e a  p r o p o s a l  o r i g i n a t e d .  
3 .  L i b e r a l  S t u d i e s  C o m m i t t e e  r e v i e w  a n d  r e c o m m e n d a t i o n ,  i f  c o u r s e  i s  p r o p o s e d  f o r  l i b e r a l  
s t u d i e s  c r e d i t .  
4 .  G r a d u a t e  C o u n c i l  r e v i e w  a n d  r e c o m m e n d a t i o n ,  i f  a p p l i c a b l e .  
5 .  R e v i e w  a n d  r e c o m m e n d a t i o n  b y  t h e  A c a d e m i c ·  P o l i c y  A d v i s o r  C o u n c i l  ( A P  A C ) .  
6 .  E x e c u t i v e  C o u n c i l  M S U F  A  h a s  o p p o r t u n i t y  t o  e x e r c i s e  o p t i o n  o f  M e e t  a n d  C o n f e r .  
7 .  R e v i e w  a n d  r e c o m m e n d a t i o n  b y  A d m i n i s t r a t i v e  A c a d e m i c  C o u n c i l  ( A A C ) .  
8 .  F i n a l  d e t e r m i n a t i o n  b y  t h e  P r e s i d e n t .  
F o r m s  f o r  n e w  c o u r s e  a n d  n~w p r o g r a m  p r o p o s a l s  a r e  a v a i l a b l e  f r o m  t h e  A c a d e m i c  M f a i r s  
O f f i c e .  [ M & C  5 / 1 5 / 9 2 ]  
D E P A R T M E N T  B I E N N I A L  R E P O R T S  
T h e  p r i m a r y  p u r p o s e  o f  a c a d e m i c  p r o g r a m  r e v i e w s  i s  t o  s e r v e  M o o r h e a d  S t a t e  U n i v e r s i t y ' s  
n e e d  f o r  p l a n n i n g  a n d  d e c i s i o n - m a k i n g .  E a c h  d e p a r t m e n t / p r o g r a m  a t  t h e  g r a d u a t e  o r  
u n d e r g r a d u a t e  l e v e l  s h a l l  b e  r e v i e w e d  e v e r y  t w o  y e a r s .  T h e  b i e n n i a l  r e p o r t  s h a l l  b e  s u b m i t t e d  
t o  t h e  D e a n  o f  t h e  a p p r o p r i a t e  c o l l e g e .  T h e  D e a n  s h a l l  p r o v i d e  c o m m e n t s  t o  t h e  d e p a r t m e n t  
s u b m i t t i n g  t h e  r e p o r t .  T h e  r e p o r t  i s  t h e n  f o r w a r d e d  t o  t h e  A A C  v i a  t h e  a p p r o p r i a t e  V i c e -
P r e s i d e n t  f o r  r e v i e w ,  c o m m e n t ,  a n d  a c t i o n .  T h e  r e s p o n s e  o f  t h e  M o o r h e a d  S t a t e  U n i v e r s i t y  
a d m i n i s t r a t i o n  s h a l l  b e  c o n v e y e d  t o  t h e  m e m b e r s  o f  t h e  a c a d e m i c  p r o g r a m  i n  a  t i m e l y  f a s h i o n ,  
i n c l u d i n g  d e c i s i o n s  f o r  r e s o u r c e  a n d  p e r s o n n e l  a l l o c a t i o n  a n d  t h e  r a t i o n a l i a  f o r  t h o s e  
d e c i s i o n s .  
F o r m a t  ( m a x i m u m  o f  o n e  p a g e  p e r  s e c t i o n ) :  
1 .  N a r r a t i v e  d e s c r i b i n g  a s s e s s m e n t  m e a s u r e s  u s e d  i n  t h e  p r o g r a m  a n d  c h a n g e s  m a d e  a s  a  
r e s u l t  o f  a s s e s s m e n t  a c t i v i t i e s  o v e r  t h e  p e r i o d  c o v e r e d  b y  t h e  r e p o r t .  
2 .  N a r r a t i v e  d e s c r i b i n g  g l o b a l  a n d  r e g i o n a l  o u t r e a c h  e f f o r t s  o f  t h e  p r o g r a m .  
3 .  E x p l a n a t i o n  o f  i m p o r t a n t  c u r r i c u l a r  a c h i e v e m e n t s  a n d  g o a l s  d u r i n g  t h e  a s s e s s m e n t  
p e r i o d .  
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4. Summary of faculty research, scholarship and/or creative activity during the assessment 
period. 
5. Summary of professional development activities, including programs attended or 
sponsored and grants received or iJCnding. 
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6. Summary of emerging sectors or disciplines within the parameters of the program and the 
department's efforts to cope with these challenges. 
7. A summary of programmatic strengths and weaknesses, the department's strategy for 
dealing with these, and a projection of departmental resources and funding necessary to 
remedy problems and expand strengths. 
Data relevant to an assessment ofthe program available from institutional research sources 
shall be appended to the narrative report prior to submission to the dean of the college. The 
institutional research data for each program shall be presented in a uniform manner. 
[M&C 4/30/98] 
EVENING COURSES 
Each evening course is required to meet at its regularly scheduled times throughout the term. 
The normal number of meeting times is 16, but under no circiunstances may a class meet 
fewer than 15 times. The class must meet during the "final class schedule" days. 
[M&C 5/15/92] 
EXAMINATIONS 
All instructors of courses are expected to evaluate effectively the performance of the students 
in their classes. However, there may be some classes where formal examinations may not be 
appropriate. Many faculty members give major examinations at approximately the middle of 
each term and again at the end of the term. Final Class Periods during the last week of the 
term are scheduled by the Registrar, and each one may last for as long as two hours. These 
class periods may not be rescheduled without the permission of the Vice President for 
Academic Affairs. 
All instructors are expected to utilize the Final Class Schedule for its intended purpose; i.e., 
final examinations or o.ther appropriate classroom activity. Student requests for early 
examinations during final class schedule must be referred to the appropriate dean for review 
and approval. [M&C 5115/92] 
EXTERNAL STUDIES 
External Studies provides a service for students who generally cannot be on campus regularly 
during business hours and therefore need some extra help if they are to work on a bachelor's 
degree. Almost all of them are older than average students. Responsibilities such as jobs and 
families make going to college a little more difficult, as does living a distance from campus. 
External Studies advisors serve as a liaison with the campus for these students. Conventional 
students can stop by an office on campus and take care of problems as they come up, but 
students who can't be on campus during the day unless they take time off at work find it much 
more difficult to take care of such things, and little problems may become large problems. In 
. .  
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a d d i t i o n ,  p e o p l e  w h o  c o m e  t o  c a m p u s  o n l y  w h e n  t h e y  h a v e  c l a s s e s  m a y  n o t  h a v e  t h e  n e t w o r k  
o f  f r i e n d s  w h i c h  h e l p s  s u p p l y  i n f o r m a t i o n  f o r  t r a d i t i o n a l  s t u d e n t s .  T h e y  c a n  c a l l  a n  E x t e r n a l  
S t u d i e s  a d v i s o r ,  w h o  m a y  b e  a b l e  t o  s o l v e  t h e  p r o b l e m  b y  c o n t a c t i n g  s o m e o n e  o n  c a m p u s  f o r  
t h e  s t u d e n t ,  o r  b y  a d v i s i n g  t h e  s t u d e n t  w h o  t o  c o n t a c t  a n d  h o w  t o  r e a c h  t h a t  p e r s o n .  
B y  v a r y i n g  t h e  d e l i v e r y  s y s t e m ,  M o o r h e a d  S t a t e  s e r v e s  n o n t r a d i t i o n a l  s t u d e n t s  w h o  a r e  
w o r k i n g  o n  b a c h e l o r ' s  d e g r e e s .  S t u d e n t s  t a k e  e v e n i n g ,  S a t u r d a y  a n d  o n e - t o - o n e  p a c k a g e d  
c o u r s e s ,  a n d  s o m e t i m e s  d a y t i m e  c l a s s e s  w h e n  t h a t  i s  p o s s i b l e .  T h e  s a m e  b a c h e l o r ' s  d e g r e e s  
a w a r d e d  t o  c o n v e n t i o n a l  s t u d e n t s  b e c o m e  m o r e  a t t a i n a b l e  t o  s t u d e n t s  w h o  m i g h t  o t h e r w i s e  
f i n d  c o l l e g e  s t u d y  u n a v a i l a b l e  t o  t h e m  f o r  n o n - a c a d e m i c  r e a s o n s .  
N o t  a l l  m a j o r s  a r e  a v a i l a b l e  t h r o u g h  e v e n i n g ,  S a t u r d a y ,  o r  o n e - t o - o n e  p a c k a g e d  c o u r s e s .  
W h i l e  a  f e w  m a j o r s  c a n  b e  c o m p l e t e d  e x t e r n a l l y ,  m o s t  c a n n o t  b e  c o m p l e t e d  w i t h o u t  d a y t i m e  
c l a s s e s .  M a n y  E x t e r n a l  S t u d i e s  s t u d e n t s  f i n d  t h a t  t h e y  c a n  t a k e  t h e  m o r e  a c c e s s i b l e  k i n d s  o f  
c o u r s e s  f o r  a  t i m e ,  b u t  t h e n  t h e y  m u s t  c o m e  o n  c a m p u s  f o r  s e v e r a l  s e m e s t e r s  o f  d a y t i m e  
c l a s s e s .  I n  o t h e r  w o r d s ,  t h e  p r o g r a m  i s  n o t  t r u l y  " e x t e r n a l "  a s  i t  i s  o n  s o m e  c a m p u s e s ,  b u t  
m a n y  s t u d e n t s  f i n d  t h a t  g e t t i n g  s t a r t e d  " e x t e r n a l l y "  i s  a  g r e a t  h e l p .  
S t u d e n t s  w h o  a r e  n o t  r o u t i n e l y  o n  c a m p u s  d u r i n g  b u s i n e s s  h o u r s ,  w h o  a r e  p r o b a b l y  m o v i n g  a t  
a  s l o w e r  p a c e ,  a n d  w h o  h a v e  s u b s t a n t i a l  r e s p o n s i b i l i t i e s  o f f  c a m p u s  n e e d  a  d i f f e r e n t  k i n d  o f  
a d v i s i n g  t h a n  c o n v e n t i o n a l  s t u d e n t s .  E x t e r n a l  S t u d i e s  a d v i s i n g  i s  d o n e  l a r g e l y  b y  m a i l  a r t d  
t e l e p h o n e ,  r a t h e r  t h a n  b y  h a v i n g  s t u d e n t s  d r o p  i n  d u r i n g  p o s t e d  o f f i c e  h o u r s .  
T o  b e c o m e  a n  E x t e r n a l  S t u d i e s  m e m b e r ,  a  s t u d e n t  m u s t  f i l e  a  w r i t t e n  e d u c a t i o n a l  p l a n  w i t h  
a n  E x t e r n a l  S t u d i e s  a d v i s o r .  T h i s  p l a n  i n c l u d e s  b o t h  c o m p l e t e d  a s  w e l l  a s  p l a n n e d  c o u r s e s  f o r  
L i b e r a l  S t u d i e s ,  m a j o r ,  a n d  e l e c t i v e  p o r t i o n s  o f  a  b a c h e l o r ' s  d e g r e e .  
T r a n s c r i p t s  a n d  r e g i s t r a t i o n s  ' a r e  m o n i t o r e d ,  a n d  a n  a n n u a l  r e v i e w  i s  c o n d u c t e d  f o r  E x t e r n a l  
S t u d i e s  m e m b e r s .  
O n e - t o - o n e  P a c k a g e d  C o u r s e s  
O n e - t o - o n e  p a c k a g e d  c o u r s e s  a l l o w  s t u d e n t s  t o  c o m p l e t e  c o u r s e s  w i t h  l i t t l e  o r  n o  c l a s s r o o m  
a t t e n d a n c e .  T h e  " p a c k a g e "  t h a t  s t u d e n t s  t a k e  h o m e  w i t h  t h e m  m a y  i n c l u d e  s l i d e s  o r  t a p e s  a n d  
a  s t u d y  g u i d e  i n  a d d i t i o n  t o  t h e  t e x t b o o k .  E x a m s  a r e  m a i l e d  t o  a  s u i t a b l e  p r o c t o r  o r  m a y  b e  
t h e  t a k e - h o m e  v a r i e t y .  
P a c k a g e d  c o u r s e s  w o r k  w e l l  f o r  p e o p l e  w h o  l i v e  a  d i s t a n c e  a w a y  f r o m  c a m p u s ,  h a v e  a  j o b  
t h a t  r e q u i r e s  t r a v e l i n g ,  o r  w o r k  a l t e r n a t i v e  s h i f t s .  T h e y  h a v e  b e e n  a  h e l p  t o  s o m e ,  a l t h o u g h  
s t u d e n t s  a l w a y s  s a y  t h a t  c o m i n g  t o  c l a s s  i s  a  b e t t e r  w a y  t o  l e a r n .  
F a c u l t y  w h o  t e a c h  o n e - t o - o n e  c o u r s e s  a r e  p a i d  a c c o r d i n g  t o  t h e  I F O  c o n t r a c t .  T h e  f a c u l t y  
m e m b e r  i s  r e s p o n s i b l e  f o r  p u t t i n g  t o g e t h e r  t h e  p a c k a g e  a n d  k e e p i n g  i t  u p  t o  d a t e .  S t u d e n t s  
p u r c h a s e  t h e  m a t e r i a l s  i n  t h e  b o o k s t o r e .  
S t u d e n t s  m a y  r e g i s t e r  f o r  a n  o n e - t o - o n e  p a c k a g e d  c o u r s e  a t  a n y  t i m e  a n d  h a v e  o n e  y e a r  i n  
w h i c h  t o  c o m p l e t e  i t ,  a l t h o u g h  c o m p l e t i o n  w i t h i n  t h e  t e r m  o f  r e g i s t r a t i o n  i s  e n c o u r a g e d  a n d  
m a y  b e  r e q u i r e d  f o r  f i n a n c i a l  a i d  p u r p o s e s .  A t  t h e  e n d  o f  t h e  f i r s t  t e r m ,  i f  t h e  c o u r s e  h a s  n o t  
b e e n  f i n i s h e d ,  a  g r a d e  o f " X "  i s  r e c o r d e d .  I f  n o t  f i n i s h e d  b y  t h e  e n d  o f  t h e  s e c o n d  t e r m ,  a n  " I "  
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replaces the "X." If the course is not finished after a year, the grade becomes an "F," and the 
student has to register again if he or she chooses to finish it. 
Saturday Packaged Courses 
Every term, a group of courses is offered on Saturdays with enough hours to provide some 
contact with the instructor and some group discussion or activities for students. A class with 
the full number of contact hours is better yet, but this is a good compromise scheduled to meet 
class minimums. 
Faculty who teach Saturday packaged courses are paid through Continuing Education, 
typically as an overload teaching assignment according to the agreement. Faculty who teach 
Saturday packaged classes should include student assessme~t of these courses as a part of the 
faculty evaluation process described by the IFO/MnSCU Agreement. (Article 22, Section D, 
Subd. 1.) 
Credit For Prior Learning 
Students may apply for credits for college-level prior learning. Such learning must be 
documented and then evaluated by a Moorhead State faculty member who has expertise in 
that area. Documentation may be a portfolio, an oral interview or exam, a paper and pencil 
test, a product such as a work of art, or a demonstration or performance. When this process is 
satisfactorily completed, the. credits are recorded on the student's transcript as "External 
Studies Field Experience" with an "S" grade. Students pay a fee per credit applied for. 
'Faculty are paid per credit for their evaluations. Further information and the forms used for 
application for credit for prior learning are available in the External Studies office. 
[M&C 5/15/92] 
FACULTY-AUTHORED TEXTS 
According to Minnesota Law, faculty members who have published books may not designate 
such books as required texts, without the written permission of the appropriate faculty dean. 
[M&C 5/15/92] 
FINAL TERM GRADES 
Final class lists are sent to instructors approximately one week prior to final examinations. 
Final grades are expected in the Records Office at 3 p.m. on the last duty day of the semester 
(listed on calendar). It is imperative that all grades be in on time so that they can be included 
in grade reports to students. Passing grades include A, B, C, and D. For a failure the grade of 
"F" is used. Incomplete grades may be indicated, as well. See policy under "Incomplete 
Credits." [M&C 5/15/92] 
..  
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F I R S T  Y E A R  E X P E R I E N C E  ( F Y E )  
T h e  F i r s t  Y e a r  E x p e r i e n c e  ( F Y E )  p r o g r a m  b e g a n  i n  1 9 9 5  o n  a n  e x p e r i m e n t a l  b a s i s .  T h e  o n e -
c r e d i t  c o u r s e  p r o v i d e s  n e w  e n t e r i n g  s t u d e n t s  w i t h  a n  i n t r o d u c t i o n  t o  t h e  d e m a n d s  a n d  
c h a l l e n g e s  o f  h i g h e r  e d u c a t i o n .  T h e  c o u r s e  i s  d e s i g n e d  t o  s t r e n g t h e n  s t u d e n t s  s u c c e s s  i n  
c o l l e g e  t h r o u g h  p e r s o n a l  a n d  a c a d e m i c  s k i l l s  d e v e l o p m e n t .  T h e  s k i l l s  i n c l u d e :  s t u d y  s k i l l s ,  
n o t e t a k i n g ,  t i m e  m a n a g e m e n t ,  c r i t i c a l  t h i n k i n g ,  c a r e e r / l i f e  p l a n n i n g ,  a n d  i n t e r p e r s o n a l  
r e l a t i o n s h i p s .  
[ A P A C  4 / 1 8 / 9 5 ]  
G R A D E  A P P E A L  G U I D E L I N E S  
I n  a p p e a l s  o f  a n  a c a d e m i c  j u d g m e n t ,  o n l y  t h e  f o l l o w i n g  c o n d i t i o n s  w i l l  b e  c o n s i d e r e d  a s  
l e g i t i m a t e  b a s e s  f o r  a n  a p p e a l :  c a p r i c i o u s n e s s ,  p r e j u d i c e ,  d i s c r i m i n a t i o n ,  a n d  e r r o r .  A p p e a l s  
o f  g r a d e s  i n v o l v e  a n  u n u s u a l l y  s e n s i t i v e  a n d  c o m p l e x  a r e a  f o r  b o t h  s t u d e n t s  a n d  f a c u l t y .  F o r  
e x a m p l e ,  w h i l e  a  s t u d e n t  h a s  a  r i g h t  t o  e x p e c t  t h o u g h t f u l ,  n o n - c a p r i c i o u s  g r a d i n g ,  i t  m u s t  b e  
r e c o g n i z e d  t h a t  v a r i e d  s t a n d a r d s  a n d  i n d i v i d u a l  a p p r o a c h e s  t o  g r a d i n g  v a l i d l y  e x i s t  w i t h i n  a n y  
c o l l e g e  f a c u l t y .  B o r d e r l i n e  c a s e s  a r e  e s p e c i a l l y  d i f f i c u l t  f o r  c l e a r - c u t  j u d g m e n t  b y  t h e  
i n s t r u c t o r  a n d  a c c e p t a n c e  b y  t h e  s t u d e n t .  A p p e a l s  s h o u l d  b e  c a r e f u l l y  c o n s i d e r e d  b y  t h e  
s t u d e n t  b e f o r e  s u b m i s s i o n  o f  t h e  C o u r s e  G r a d e  A p p e a l  f o r m  t o  t h e  d e a n .  
T h e  g r a d e  a p p e a l  p r o c e s s  ( s e e  b e l o w )  m u s t  b e  i n i t i a t e d  b y  t h e  s t u d e n t  p r i o r  t o  t h e  e n d  o f  w e e k  
f o u r  o f  t h e  f o l l o w i n g  t e r m .  
T h e  G r a d e  A p p e a l  P r o c e s s  
1 .  T h e  i n f o r m a l  s t e p s :  
a .  T h e  s t u d e n t  w i l l  d i s c u s s  t h e  i s s u e  w i t h  t h e  i n s t r u c t o r .  I f  t h e  m a t t e r  i s  n o t  
s a t i s f a c t o r i l y  r e s o l v e d ,  t h e n  
b .  T h e  s t u d e n t  w i l l  d i s c u s s  t h e  i s s u e  w i t h  t h e  c h a i r p e r s o n  o f  t h e  d e p a r t m e n t  o f f e r i n g  
t h e  c o u r s e .  I f  t h e  m a t t e r  i s  n o t  s a t i s f a c t o r i l y  r e s o l v e d ,  t h e n  
c .  T h e  s t u d e n t  w i l l  d i s c u s s  t h e  i s s u e  w i t h  t h e  d e a n  i n  w h o s e  c o l l e g e  t h e  c o u r s e  w a s  
o f f e r e d .  T h e  d e a n  w i l l  v e r i f y  t h a t  d i s c u s s i o n s  h a v e  t a k e n  p l a c e  w i t h  t h e  i n s t r u c t o r  
a n d  c h a i r p e r s o n .  I f  t h e  m a t t e r  c a n n o t  b e  r e s o l v e d  s a t i s f a c t o r i l y  a t  t h e  d e a n ' s  l e v e l ,  
t h e  s t u d e n t  m a y  c h o o s e  t o  f i l e  a  f o r m a l  a p p e a l .  
2 .  T h e  f o r m a l  s t e p s :  
a .  I f  t h e  s t u d e n t  c h o o s e s  t o  f i l e  a  f o r m a l  a p p e a l ,  h e / s h e  w i l l  c o m p l e t e  t h e  C o u r s e  
G r a d e  A p p e a l  f o r m  ( a v a i l a b l e  f r o m  t h e  d e a n )  a n d  s u b m i t  i t  t o  t h e  d e a n .  A  c o p y  
w i l l  b e  g i v e n  t o  t h e _  s t u d e n t ,  a n d  a n o t h e r  c o p y  w i l l  b e  s e n t  i m m e d i a t e l y  t o  t h e  
i n s t r u c t o r .  
b .  T h e  d e a n  w i l l  a p p o i n t  a n  a d  h o c  c o m m i t t e e  f o r  t h e  c o l l e g e  c o m p o s e d  o f  o n e  
f a c u l t y  m e m b e r  o f  t h e  a c a d e m i c  d e p a r t m e n t  o f f e r i n g  t h e  c o u r s e  ( t h e  c h a i r  o f  t h a t  
d e p a r t m e n t  w i l l  b e  c o n s u l t e d ) ,  t w o  f a c u l t y  m e m b e r s  f r o m  o t h e r  d e p a r t m e n t s  
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within the college, and two upper division students who are majors in fields 
represented in that college. 
c. The appealing student and the instructor of the course will each submit, in 
writing, the materials which they want the Committee to review. A copy of the 
materials submitted by each party will be given to the other party. 
39 
d. The Committee will make a recommendation, which shall be sent simultaneously 
to the student and the instructor. A copy of the recommendation will also be 
forwarded to the dean. 
e. Within seven (7) duty days, the instructor will respond to the college dean that the 
committee's recommendation is acceptable or unacceptable. The college dean 
will review the recommendation of the committee and the response of the 
instructor. A recommendation will then be forwarded to the Vice President for 
Academic Affairs, along with the Committee's recommendation and the 
instructor's response. The Vice President for Academic Affairs will review that 
material and will make a recommendation. The dean's and vice president's 
recommendations will be forwarded to the instructor. 
f. The instructor's response will normally be final except in cases where it is 
determined that the grade was assigned capriciously or was an inappropriate act of 
discrimination. The President or the appropriate designee will make the ultimate 
decision and communicate that to all parties involved. [M&C 5/15/92] 
GRADE POINT AVERAGE 
Effective Falll 999 
All study for university credit is recorded with the following grade point assignments: 
The grade point average (GP A) is computed by dividing the number of grade points earned in 
a given course by the number of credits attempted. Credits with grades of "P", "I", "IP", 
"AU'', or "W'' are not included in computing the grade point average. Credits with grades of 
"F" are included in computing the grade point average. 
Only those credits and grades earned at Moorhead State University are used to compute the 
GPA. [Approved 12/1/98] 
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G R A D U A T E  P R O G R A M  R E V I E W  
T h e  t e x t  o f  t h e  p r o g r a m  r e v i e w  w i l l  h a v e  t h r e e  s e c t i o n s :  a  s e l f - s t u d y  c o m p i l e d  b y  t h e  p r o g r a m  
c o m m i t t e e ,  a  s u m m a r y  r e p o r t  w r i t t e n  b y  t h e  v i s i t i n g  p r o g r a m  e v a l u a t o r ,  a n d  t h e  c o n c l u s i o n s  o f  
t h e  R e v i e w  C o m m i t t e e  w h i c h  i s  a p p o i n t e d  b y  t h e  G r a d u a t e  C o u n c i l .  T h e s e  t h r e e  r e p o r t s  s h a l l  
b e  f o r w a r d e d  t o  t h e  C o l l e g e  D e a n  a n d  t o  t h e  G r a d u a t e  D e a n .  
A r e a s  t o  b e  c o v e r e d  i n  t h e  p r o g r a m  c o m m i t t e e  s e l f - s t u d y :  
1 .  S t a t e m e n t  o f  c u r r e n t  p r o g r a m  g o a l s  a n d  o b j e c t i v e s  ( w i t h  a n  o n g o i n g  f o c u s )  a n d  h o w  t h e s e  
r e l a t e  t o  t h e  m i s s i o n  o f  t h e  u n i v e r s i t y .  
2 .  A n  a s s e s s m e n t  o f  p r o g r e s s  i n  a t t a i n i n g  s p e c i f i e d  g o a l s .  
3 .  P r o g r a m - d e f i n e d  e v a l u a t i o n  o b j e c t i v e s .  T h e r e  i s  s o m e  l e e w a y  h e r e :  t h e  q u e s t i o n  " W h a t  d o  
y o u  n e e d  f e e d b a c k  o n ? "  s h o u l d  g u i d e  t h e  d e c i s i o n  o f  w h a t  t o  i n c l u d e .  
4 .  Q u a l i t y  a n d  q u a n t i t y  o f  s t u d e n t s :  
a .  T a b l e  o f  n u m b e r  o f  s t u d e n t s  b y  y e a r .  
b .  L i s t  o f  s t u d e n t s  r e c e i v i n g  g r a d u a t e  d e g r e e s ,  y e a r  g r a n t e d ,  a d v i s o r ' s  n a m e ,  a n d  c u r r e n t  
e m p l o y m e n t  s t a t u s  ( i f k n o w n . )  
5 .  F o l l o w - u p  o f  g r a d u a t e s :  a l u m n i  s u r v e y  o r  a l u m n i  e v a l u a t i o n  o f  p r o g r a m  e f f e c t i v e n e s s  
w o u l d  b e  a p p r o p r i a t e .  
6 .  B r i e f h i s t o r y  o f  p r o g r a m  w i t h  d e s c r i p t i o n  o f  p r o g r a m  a d m i n i s t r a t i o n .  
7 .  P r o g r a m  o f  s t u d y .  I n c l u d e  a  c u r r i c u l u m  c o m m e n t a r y :  W h a t  i s s u e s  a r e  a f f e c t i n g  t h e  
p r o g r a m  c u r r e n t l y  a n d  h o w  a r e  t h e s e  b e i n g  a d d r e s s e d ?  A  d e s c r i p t i o n  o f  t h e  c u r r e n t  
r e q u i r e m e n t s  i s  a p p r o p r i a t e  h e r e  a s  w e l l .  
8 .  F a c u l t y :  c u r r e n t  b r i e f  c . v .  f o r  e a c h  f a c u l t y  t e a c h i n g  i n  t h e  p r o g r a m .  
9 .  P r o g r a m  r e s o u r c e s :  W h a t  a r e  t h e  p r o g r a m  n e e d s ?  W h a t  f a c u l t y  r e s o u r c e s  a n d  o t h e r  
s u p p o r t  o f  t h e  u n i v e r s i t y  a r e  n e c e s s a r y  s o  t h a t  c o u r s e s  c a n  b e  o f f e r e d  a n d  t h e  p r o g r a m  c a n  
p r o s p e r ?  W h a t  a b o u t  l i b r a r y  n e e d s ?  W h a t  i s  n e e d e d  o r  s u p p l i e d  i n  t h e  a r e a  o f  m a r k e t i n g  o r  
o u t r e a c h ?  W h a t  r e s e a r c h  m o n i e s  h a s  t h e  p r o g r a m  g e n e r a t e d  a n d  h o w  m a n y  g r a d u a t e  
s t u d e n t s  h a v e  b e e n  s u p p o r t e d  t h r o u g h  a s s i s t a n t s h i p s  o r  r e s e a r c h ?  
T h e  R E V I E W  C O M M I T T E E  s h a l l  b e  m a d e  u p  o f  t h e  d e g r e e  c o o r d i n a t o r  o r  d e s i g n e e  s e r v i n g  
e x  o f f i c i o ,  t w o  m e m b e r s ,  i n c l u d i n g  t h e  c h a i r p e r s o n  o f  t h e  r e v i e w  t e a m ,  s e l e c t e d  b y  t h e  
G r a d u a t e  C o u n c i l  ( f r o m  a  p o s s i b l e  r a n k e d  l i s t  o f  t h r e e  o r  f o u r  r e c o m m e n d e d  t o  t h e  d e g r e e  
p r o g r a m  w h o  w i l l  a c c e p t  o r  n e g o t i a t e ) ,  a n d  t w o  m e m b e r s  o f  t h e  g r a d u a t e  f a c u l t y  w h o  a r e  
s u g g e s t e d  b y  t h e  p r o g r a m  b e i n g  r e v i e w e d .  T h i s  c o m m i t t e e  w i l l  r e v i e w  t h e  m a t e r i a l s  p r e p a r e d  
b y  t h e  p r o g r a m  c o m m i t t e e ,  m e e t  w i t h  t h e  o u t s i d e  e v a l u a t o r ,  a n d  w r i t e  a  r e p o r t ,  f a i r l y  b r i e f  a n d  
t o  t h e  p o i n t ,  b a s e d  o n  t h e s e  i n v e s t i g a t i o n s  s p e a k i n g  t o  s t r e n g t h s  a n d  w e a k n e s s e s  o f  p r o g r a m  
b e i n g  r e v i e w e d .  
. .  
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d e s i g n  s u c h  a  m a j o r .  T h i s  m a y  b e  a  c r o s s - d i s c i p l i n a r y  m a j o r  o r  a  v a r i a t i o n  o f  a  c o n c e n t r a t i o n  i n  
a  t r a d i t i o n a l  c a t a l o g  m a j o r .  
T h e  i n d i v i d u a l i z e d  m a j o r  s h o u l d  e x e m p l i f y  a  s o u n d  a c a d e m i c  a n d  p r o f e s s i o n a l  o b j e c t i v e .  T h a t  
o b j e c t i v e  s h o u l d  b e  s t a t e d  c l e a r l y  a n d  c o g e n t l y  i n  t h e  p r o p o s a l .  T h e  p l a n  f o r  t h i s  m a j o r  s h o u l d  
i n c l u d e  s u f f i c i e n t  b r e a d t h ,  d e p t h  a n d  a c a d e m i c  r i g o r .  
E a c h  s t u d e n t ' s  p l a n  f o r  a n  i n d i v i d u a l i z e d  m a j o r  i s  u n i q u e  a n d  w i l l  r e q u i r e  c a r e f u l  c o n s i d e r a t i o n ,  
a n d  u l t i m a t e l y ,  a n  e v a l u a t i v e  j u d g m e n t .  E a r l y  p l a n n i n g  o f  t h e  i n d i v i d u a l i z e d  m a j o r  w i t h  t h e  
s t u d e n t ' s  a c a d e m i c  a d v i s o r  i s  s t r o n g l y  r e c o m m e n d e d .  
T i t l e  
T h e  t i t l e  o f  t h e  i n d i v i d u a l i z e d  m a j o r  m u s t  r e f l e c t  a  c o h e r e n t  a c a d e m i c  p l a n  c a p a b l e  o f b e i n g  
r e c o g n i z e d  a s  s u c h  b y  a c a d e m i c  o f f i c i a l s  a n d  e m p l o y e r s .  T h e  t i t l e  o f  t h e  i n d i v i d u a l i z e d  m a j o r  
s h o u l d  b e  c l e a r  a n d  c o n c i s e  a n d  t h e  t i t l e  s h o u l d  l o g i c a l l y  r e l a t e  t o  t h e  t h e m e  o f  t h e  c o u r s e s  
c o m p r i s i n g  t h e  i n d i v i d u a l i z e d  m a j o r .  
1 .  T h e  t i t l e  m a y  n o t  d u p l i c a t e  t h e  n a m e  o f  a n  a l r e a d y  e x i s t i n g  a p p r o v e d  t r a d i t i o n a l  m a j o r  
a v a i l a b l e  a t  M o o r h e a d  S t a t e  U n i v e r s i t y ,  C o n c o r d i a  C o l l e g e ,  o r  N o r t h  D a k o t a  S t a t e  
U n i v e r s i t y .  I f  t h e  i n d i v i d u a l i z e d  m a j o r  r e f l e c t s  t h e  d e v e l o p m e n t  o f  a  n e w  c o n c e n t r a t i o n ,  
e m p h a s i s  o r  p r o g r a m  w i t h i n  a  d e p a r t m e n t ,  t h e  t i t l e  m u s t  b e  d i f f e r e n t  t h a n  t h e  t r a d i t i o n a l  
m a j o r s  a p p r o v e d  f o r  t h a t  d e p a r t m e n t .  I t  i s  a p p r o p r i a t e  t o  p l a n  a n  i n d i v i d u a l i z e d  m a j o r  
b a s e d  o n  a  t r a d i t i o n a l  m a j o r  a v a i l a b l e  a t  a n o t h e r  c o l l e g e  o r  u n i v e r s i t y ,  w i t h  t h e  e x c e p t i o n  
o f T r i - C o l l e g e  s c h o o l s .  
2 .  T h e  t i t l e  m a y  n o t  sugg~st t h e  c o m p l e t i o n  o f  c e r t i f i a b l e  c u r r i c u l a  n o r m a l l y  o f f e r e d  b y  
c o l l e g i a t e  i n s t i t u t i o n s ,  b e c a u s e  t h a t  c a n  b e  d o n e  o n l y  w i t h  t r a d i t i o n a l  m a j o r s .  I f  a  s t u d e n t  
i n c l u d e s ,  i n  a n  i n d i v i d u a l i z e d  m a j o r ,  p a r t  o f  a  g r o u p  o f  c o u r s e s  t h a t  a r e  r e q u i r e d  f o r  a  
p a r t i c u l a r  l i c e n s u r e  o r  c e r t i f i c a t i o n ,  t h e  t i t l e  o f  t h e  m a j o r  s h o u l d  n o t  s u g g e s t  t h a t  t h e  
s t u d e n t  h a s  m e t  t h e  r e q u i r e m e n t s  f o r  t h a t  l i c e n s u r e .  F o r  e x a m p l e ,  a  m a j o r  w h i c h  i n c l u d e s  
s e v e r a l  e d u c a t i o n  c o u r s e s  s h o u l d  n o t  c a r r y  a  t i t l e  w h i c h  i m p l i e s  t e a c h i n g  l i c e n s u r e .  F o r  
a n o t h e r  e x a m p l e ,  a  p l a n  w h i c h  i n c l u d e s  s o c i a l  w o r k  c o u r s e s  s h o u l d  n o t  l e a d  a n y o n e  t o  
b e l i e v e  t h a t  f i n i s h i n g  t h e  i n d i v i d u a l i z e d  m a j o r  w i l l  p r o v i d e  t h e  s t u d e n t  t h e  c e r t i f i c a t i o n  
p r o v i d e d  b y  a  B a c h e l o r  o f  S o c i a l  W o r k .  
3 .  T h e  t i t l e  o f  t h e  i n d i v i d u a l i z e d  m a j o r  m a y  r e f l e c t  o n l y  t h o s e  a c a d e m i c  a r e a s  i n c l u d e d  i n  
t h e  c u r r i c u l u m  a t  M o o r h e a d  S t a t e  U n i v e r s i t y .  F o r  e x a m p l e ,  a  s t u d e n t  w h o  t r a n s f e r s  m e d i a  
e d u c a t i o n  c o u r s e s  f r o m  S t .  C l o u d  S t a t e  U n i v e r s i t y  c o u l d  n o t  d o  a n  i n d i v i d u a l i z e d  m a j o r  
a t  M o o r h e a d  S t a t e  a n d  c a l l  i t  " m e d i a  e d u c a t i o n " ;  s u c h  a n  i n d i v i d u a l i z e d  m a j o r  w o u l d  
h a v e  t o  c a r r y  a  d i f f e r e n t  t i t l e  r e f l e c t i n g  t h e  M o o r h e a d  S t a t e  c o n t e n t  o f  t h e  m a j o r .  F o r  
a n o t h e r  e x a m p l e ,  a  s t u d e n t  w h o  t r a n s f e r s  i n  a  g r o u p  o f  e n g i n e e r i n g  c o u r s e s  c o u l d  n o t  
c o m p l e t e  a  d e g r e e  a t  M o o r h e a d  S t a t e  c a l l e d  " e n g i n e e r i n g " .  
C r e d i t  R e q u i r e m e n t s  
1 .  E a c h  i n d i v i d u a l i z e d  m a j o r  m u s t  i n c l u d e  a t  l e a s t  4 8  c r e d i t s .  I t  m a y  i n c l u d e  m o r e  t h a n  4 8  
c r e d i t s  b u t  n o t  l e s s .  
1999 Faculty Handbook Revision 
2. No more than 16 previously completed credits may be included in the plan for an 
individualized major. . No matter how many credits a student has finished at Moorhead 
State or transferred in, no more than 16 of those credits may be included in the plan for 
the major. The rest will be used to meet liberal studies requirements or as free elective 
credits. This applies to course work completed at the time the plan is submitted for 
approval. 
43 
Traditional majors represent many hours of departmental discussion and planning as well 
as AP AC approval, which is lost in the case of individualized majors. Some of that 
planning and use of faculty expertise must be applied to individualized majors, thus the 
major must be planned before the courses are taken. 
3. Each individualized major must include a concentration of no less than 18 and no more 
than 28 credits in a single rubric or field of related subjects: 
a. Rubric is a heading, classification, category ·or name. Often the rubric used is the 
name of the department, but it may be a specialization within a department. 
Examples ofthis in a traditional program are management, finance, special 
education, Spanish, or health. 
b. Field is defined as a collection of courses with a common theme, or related subject 
matter. Examples of this multi-disciplinary approach in a traditional program are 
the gerontology minor, the women's studies minor or the criminal justice major. 
The remaining course work may be in any rubric or field, but must contribute to the over-
all plan for the individualized major. In the vernacular, the whole plan should hang 
together and make sense. 
4. The individualized major must include at least 24 credits of upper division course work in 
the major. 
Process for Approval 
The student may begin by looking in the College Blue Book of majors (found in the reference 
section of the MSU Library) for the titles of traditional majors offered in the U.S. that relate to 
their major. The type of coursework these other institutions have included in a major can be 
found by reviewing the microfiche of the university catalog. As an alternative, the student may 
begin by conferring with an academic advisor in the department of his or her concentration. 
With a little help from the advisor, the student must write a one-page rationale for doing an 
individualized major which includes a statement of goals, objectives, and purpose. This 
statement should answer such questions as why the student wants to do an individualized 
major, what the student would like to learn, and what professional goal, if any, the student has 
in mind. The student should also explain why a traditional major offered at MSU will not meet 
these goals. This statement is to be attached to the form for a plan for an individualized major. 
When the objective is ·defined and understood, the advisor begins working with the student on 
developing a plan, penciling in courses on a copy of the form for an individualized major. 
Other faculty and deans shall be consulted as necessary to provide advice to the student 
concerning the most desirable curriculum for the stated goals and objectives. It is important that 
. .  
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a p p r o p r i a t e  c o n s u l t a t i o n  a n d  a d v i c e  b e  o b t a i n e d  a t  t h i s  s t a g e ,  s o  t h a t  c o m p l e t e d  p r o p o s a l s  a r e  
n o t  s e n t  b a c k  t o  s t a r t  o v e r  b e c a u s e  i n f o r m a t i o n  w a s  l a c k i n g  a t  t h e  b e g i n n i n g  s t a g e s  o f  
d e v e l o p m e n t .  G e n e r a l l y  a  f a c u l t y  m e m b e r  w i l l  m e e t  w i t h  t h e  s t u d e n t  a n d  t h e  d e p a r t m e n t  c h a i r  
t o  d e v e l o p  t h e  d r a f t  c o p y .  A c t u a l  p r a c t i c e  m a y  v a r y ,  a s  l o n g  a s  t h e  s t u d e n t  r e c e i v e s  a p p r o p r i a t e  
a d v i c e  a n d  c o n s u l t a t i o n  a t  t h i s  s t a g e  o f  p l a n n i n g .  
I f  t h e  p l a n  i n c l u d e s  m o r e  t h a n  1 2  c r e d i t s  f r o m  a n o t h e r  c o l l e g e ,  o r  i f  t h e  t i t l e  i m p l i e s  l e a r n i n g  i n  
a n o t h e r  c o l l e g e ,  a n  a p p r o p r i a t e  p e r s o n  i n  t h a t  c o l l e g e  s h a l l  b e  c o n s u l t e d ,  a n d  b o t h  d e a n s  a n d  
d e p a r t m e n t  c h a i r s  s h a l l  s i g n  t h e  f o r m .  
W h e n  t h e  d r a f t  v e r s i o n  o f  t h e  p l a n  i s  c o m p l e t e ,  t h e  f o r m  a l o n g  w i t h  t h e  d r a f t  o f t h e  o b j e c t i v e  
s t a t e m e n t  s h o u l d  b e  p r e s e n t e d  t o  t h e  s u b c o m m i t t e e  f o r  i n d i v i d u a l i z e d  m a j o r s .  T h e  
s u b c o m m i t t e e ,  s t u d e n t  a n d  a d v i s o r  w i l l  m e e t  t o  r e v i e w  t h e  p l a n  a n d  d i s c u s s  p o s s i b l e  
i m p r o v e m e n t s .  A f t e r  t h i s  i n i t i a l  m e e t i n g  t h e  p l a n  s h o u l d  b e  t y p e d  a l o n g  w i t h  t h e  o b j e c t i v e  
s t a t e m e n t ,  a l l  s i g n a t u r e s  e x c e p t  t h e  d e a n ' s  s h o u l d  b e  o b t a i n e d  a n d  t h e  p l a n  r e s u b m i t t e d  t o  t h e  
s u b c o m m i t t e e .  I t  m a y  h a p p e n  t h a t  c h a n g e s  i n  a n  a p p r o v e d  i n d i v i d u a l i z e d  m a j o r  b e c o m e  
n e c e s s a r y  a s  t h e  s t u d e n t  c o n t i n u e s  t o  t a k e  c o u r s e s  i n  t h e  a p p r o v e d  p l a n .  I f  t h i s  h a p p e n s ,  t h e  
s t u d e n t  s h o u l d  f i l l  i n  a  R e q u e s t  f o r  C h a n g e  f o r m  a n d  r o u t e  i t  f o r  s i g n a t u r e s .  T h e  s t u d e n t ,  t h e  
a d v i s o r ,  a n d  t h e  s u b c o m m i t t e e  c h a i r  s i g n  t h e  f o r m .  I f  t h e  s u b c o m m i t t e e  f i n d s  t h e  c h a n g e  t o  b e  
m o r e  t h a n  m i n o r ,  i t  w i l l  r e q u i r e  d e p a r t m e n t  c h a i r  a n d  d e a n ' s  s i g n a t u r e s  a l s o .  
S u m m a r y  o f  R u l e s  
1 .  T h e  t i t l e :  
a .  R e f l e c t s  t h e  c o n t e n t ,  
b .  D o e s  n o t  d u p l i c a t e  a n  e x i s t i n g  t r a d i t i o n a l  m a j o r  a t  a n y  o f  t h e  T r i - C o l l e g e  s c h o o l s ,  
c .  D o e s  n o t  i m p l y  a  c e r t i f i c a t i o n  t h a t  i s  n o t  c o n t a i n e d  i n  t h e  p l a n n e d  c o u r s e  w o r k ,  a n d  
d .  R e f l e c t s  a n  a c a d e m i c  a r e a  t h a t  i s  i n c l u d e d  i n  t h e  M o o r h e a d  S t a t e  c u r r i c u l u m .  
2 .  C r e d i t  r e q u i r e m e n t s :  
a .  A t  l e a s t  4 8  t o t a l  c r e d i t s  i n  t h e  m a j o r ,  
b .  N o  m o r e  t h a n  1 6  p r e v i o u s l y  c o m p l e t e d  c r e d i t s  i n  t h e  m a j o r ,  
c .  C o n c e n t r a t i o n  o f  n o  f e w e r  t h a n  2 8  a n d  n o  m o r e  t h a n  4 2  c r e d i t s ,  a n d  
d .  A t  l e a s t  2 4  c r e d i t s  o f  u p p e r  d i v i s i o n  c o u r s e  w o r k  i n  t h e  m a j o r .  
[ M & C  5 / 1 5 / 9 2 ]  
I N T E R N A T I O N A L  S T U D I E S  
M o o r h e a d  S t a t e  U n i v e r s i t y  r e c o g n i z e s  t h e  i n c r e a s i n g  i n t e r d e p e n d e n c e  o f  a l l  p e o p l e s  a n d  
c u l t u r e s  a n d  t h e  i m p o r t a n t  i m p l i c a t i o n s  w h i c h  t h i s  f a c t  h o l d s  f o r  s u c c e e d i n g  g e n e r a t i o n s .  T h e  
.  U n i v e r s i t y  i s ,  t h e r e f o r e ,  c o m m i t t e d  t o  p r o v i d e  i n s t r u c t i o n a l ,  r e s e a r c h ,  a n d  s e r v i c e  p r o g r a m s  
w h i c h  a r e  d e s i g n e d  t o  a d v a n c e  k n o w l e d g e  a n d  f o s t e r  u n d e r s t a n d i n g  o f  i n t e r c u l t u r a l  d i f f e r e n c e s ,  
s i m i l a r i t i e s ,  a n d  i n t e r d e p e n d e n c i e s .  
E m p h a s i s  h a s  b e e n  g i v e n  t o  s t r e n g t h e n i n g  t h e  i n t e r n a t i o n a l  a n d  i n t e r c u l t u r a l  d i m e n s i o n s  o f  t h e  
p r o g r a m s  a n d  a c t i v i t i e s  p r i m a r i l y  t o  p r o v i d e  s t u d e n t s  w i t h  t h e  o p p o r t u n i t y  t o  a c q u i r e  a n  
e d u c a t i o n  t h a t  w i l l  b e t t e r  p r e p a r e  t h e m  t o  l i v e  a n d  w o r k  i n  a n  i n c r e a s i n g l y  i n t e r d e p e n d e n t  
w o r l d .  I n  a d d i t i o n ,  t h e s e  i n t e r n a t i o n a l  r e s o u r c e s  w i l l  c o n t i n u e  t o  b e  s h a r e d  w i t h  a r e a  s c h o o l s ,  
c o m m u n i t y  g r o u p s ,  .a n d  c i t i z e n s  t h r o u g h  t h e  U n i v e r s i t y ' s  r o l e  a s  a  r e g i o n a l  e d u c a t i o n  c e n t e r .  
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For more information contact the International Programs Office, FR 151, 236-2956. 
Residency Programs 
Akita. Japan. Students have the opportunity to study Japanese language and culture, as well as 
other general studies, at the MnSCU campus in Akita, Japan. Opportunities also exist for MSU 
faculty to teach for one year at the campus. 
China. MSU Students may study for a semester or a year in residence at Nankai University, 
People's Republic of China. 
Eurospring. An eight week humanities study of a period of European civilization at Oxford and 
continental centers, spring semester. Pre-trip seminar required. Students receive 12 hours of 
academic credit in humanities and other liberal studies areas, by arrangement. Included in the 
program fee are air transportation, lodging and meals, hotels. on tour, and ground transportation 
on study tour and within Britain. Field trips and a three week grand tQur examining centers of 
western civilization are included. For sophomores and above, any discipline. 
Internships Abroad. Students may intern abroad with the approval of their academic 
department. 
ISEP. The International Student Exchange Program allows students the opportunity to study at 
any of 125 universities worldwide. Students pay tuition and fees, room and board and a small 
program fee at home, and exchange these benefits at the host institution, thus making this one 
of the more affordable ways to study abroad. Semester and year-long placements are available. 
Kanda & Naygao Gakuin. Students with strong Japanese language skills and an interest in 
being fully immersed in the culture are encouraged to select an exchange at either Kanda 
University or Naygao Gakuin University, Japan. For more information, contact the Department 
of Languages or the Office of International Programs . . 
Keele University. A one-for-one exchange opportunity is available at this attractive, campus-
based university in the pottery-producing area of central England. Most majors are available. 
Lincoln. Students may spend a semester or full year at one of the campuses of the University 
of Lincolnshire and Humberside in the United Kingdom on a one-for-one exchange. This 
exchange is particularly suitable for students in mass communications although other 
disciplines rrtay be available. Students should have a GP A of at least 2.5 and strong 
recommendations. For more information, contact the Department of Mass Communications or 
the Office of International Programs. 
Oxford Year. Moorhead State sponsors study in interdisciplinary work in the humanities at the 
Centre for Medieval and Renaissance Studies, Oxford, England. Students may participate for a 
full academic year or semester, earning credits awarded by Moorhead State applicable to 
selected majors and liberal studies requirements. Students need a 3.0 GPA to qualify. 
..  
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P o r t s m o u t h .  B u s i n e s s ,  p o l i t i c a l  s c i e n c e ,  a n d  s o c i o l o g y  s t u d e n t s  ( a n d  o t h e r  m a j o r s ,  b y  
a r r a n g e m e n t )  s t u d y  f o r  a  y e a r  o n  a  o n e - f o r - o n e  e x c h a n g e  w i t h  t h e  U n i v e r s i t y  o f  P o r t s m o u t h  i n  
t h e  s o u t h  o f  E n g l a n d .  S t u d e n t s  p a y  t u i t i o n  a t  h o m e  i n s t i t u t i o n .  S e e  Y v o n n e  J o h n s o n ,  2 3 6 - 4 6 4 9  
o r  J i l l  H o l s e n ,  2 3 6 - 2 9 5 6 .  
S t u d y  T o u r s .  A  v a r i e t y  o f  s t u d y  t o u r s  a r e  o f f e r e d  b y  w e l l - q u a l i f i e d  f a c u l t y  l e a d e r s .  F a c u l t y  
w h o  a r e  i n t e r e s t e d  i n  l e a d i n g  a  t o u r  s h o u l d  s u b m i t  a  p r o p o s a l  t h r o u g h  t h e i r  d e a n .  
F a c u l t y  O p p o r t u n i t i e s .  I n  t h e  p a s t ,  f a c u l t y  h a v e  t a u g h t  a t  T i a n j i n  U n i v e r s i t y ,  C h i n a ;  K i e v  S t a t e  
U n i v e r s i t y ,  U k r a i n e ;  U n i v e r s i t y  o f  P o r t s m o u t h ,  U n i t e d  K i n g d o m ;  a n d  t h e  M i n n e s o t a  S t a t e  
U n i v e r s i t y - A k i t a ,  J a p a n ,  t h r o u g h  a g r e e m e n t s  w i t h  t h o s e  i n s t i t u t i o n s .  F a c u l t y  a r e  a l s o  .  
e n c o u r a g e d  t o  s e e k  o u t  o p p o r t u n i t i e s  t o  a u g m e n t  t h e i r  c l a s s r o o m  i n s t r u c t i o n  b y  p u r s u i n g  
t e a c h i n g  a n d  r e s e a r c h  o p p o r t u n i t i e s  o v e r s e a s .  I n f o r m a t i o n  a b o u t  e x t e r n a l  f u n d i n g  s o u r c e s  i s  
a v a i l a b l e  t h r o u g h  t h e  O f f i c e  o f  I n t e r n a t i o n a l  P r o g r a m s ,  F R  1 5 1 .  
S p e c i a l  P r o g r a m s  
S t u d e n t  T e a c h i n g  A b r o a d .  S T A  c o o r d i n a t e s  t h e  p l a c e m e n t  o f  A m e r i c a n  s t u d e n t  t e a c h e r s  i n  5 0  
c o u n t r i e s  a r o u n d  t h e  w o r l d .  S i t e s  a r e  a v a i l a b l e  i n  n a t i o n a l ,  i n t e r n a t i o n a l ,  a n d  A m e r i c a n  s c h o o l s  
a b r o a d .  O p e n  t o  M o o r h e a d  S t a t e  s t u d e n t s  a n d  o t h e r s  i f  a p p r o v e d  b y  t h e i r  h o m e  i n s t i t u t i o n .  
C o l l e c t i o n s  o f  d i r e c t o r i e s ,  b r o c h u r e s ,  c a t a l o g s ,  e t c . ,  r e l a t i v e  t o  o t h e r  c o u n t r i e s  a r e  a v a i l a b l e  
f r o m  J o e  D i C o l a ,  S t u d e n t  T e a c h i n g  A b r o a d  D i r e c t o r ,  L O  2 1 2 ,  2 3 6 - 2 2 1 7 .  
O t h e r  O p p o r t u n i t i e s .  S t u d e n t s  i n t e r e s t e d  i n  s t u d y i n g  o v e r s e a s  s h o u l d  v i s i t  t h e  O f f i c e  o f  
I n t e r n a t i o n a l  P r o g r a m s ,  F R  1 5 1 ,  a n d  c h e c k  o u t  t h e  r e s o u r c e  m a t e r i a l s  ( d i r e c t o r i e s ,  c a t a l o g u e s ,  
b r o c h u r e s ,  e t c . )  a v a i l a b l e .  M a n y  p r o g r a m s  n o w  h a v e  w e b  s i t e  a c c e s s .  
I N T E R N S H I P S  A N D  L I A B I L I T Y  
A n  i n t e r n s h i p  i s  a  s u p e r v i s e d  w o r k  e x p e r i e n c e  f o r  u p  t o  1 2  s e m e s t e r  c r e d i t s .  I n t e r e s t e d  s t u d e n t s  
s h o u l d  a d d r e s s  i n q u i r i e s  t o  t h e  i n t e r n s h i p  a d v i s o r  i n  t h e  a c a d e m i c  d e p a r t m e n t  o f  t h e i r  m a j o r .  
I n f o r m a t i o n  r e g a r d i n g  s p e c i f i c  i n t e r n s h i p  o p p o r t u n i t i e s  i s  a v a i l a b l e  a t  C a r e e r  S e r v i c e s  i n  t h e  
C o m s t o c k  M e m o r i a l  U n i o n ,  R o o m  1 1 4 .  G e n e r a l  q u e s t i o n s  r e g a r d i n g  i n t e r n s h i p s - w h e n  a n d  
h o w  t o  a p p l y ,  r e s u m e / l e t t e r  p r e p a r a t i o n ,  f i n d i n g  l e a d s  t h r o u g h  c a r e e r / j o b  f a i r s  a n d  t h r o u g h  u s e  
o f  d i r e c t o r i e s  a n d  t h e  I n t e r n e t - c a n  b e  a n s w e r e d  b y  t h e  I n t e r n s h i p  C o o r d i n a t o r  i n  C a r e e r  
S e r v i c e s .  C a l l  ( 2 1 8 )  2 3 6 - 2 1 3 1  f o r  a n  a p p o i n t m e n t .  R e f e r  t o  t h e  M S U  C a r e e r  S e r v i c e s  w e b  s i t e  
h t t p : /  / w w w . m o o r h e a d . m s u s . e d u / c a r e e r .  
1 .  T h e r e  s h o u l d  b e  a n  i n t e r n s h i p  a g r e e m e n t  i n  p l a c e  w h i c h  i s  s i g n e d  b y  t h e  s t u d e n t ,  u n i v e r s i t y  
p e r s o n n e l  a n d  t h e  s i t e  p e r s o n n e l .  
2 .  A  s t a n d a r d i z e d  a g r e e m e n t  h a s  b e e n  d e v e l o p e d  ( o r  s t a n d a r d i z e d  a d d e n d a )  f o r  a l l  h e a l t h -
i n v o l v e d  i n t e r n s h i p s .  
3 .  A  s t a n d a r d i z e d  i n t e r n s h i p  a g r e e m e n t  i s  b e i n g  d e v e l o p e d  f o r  a l l  o t h e r  s t u d e n t s  a n d  s h o u l d  b e  
c o m p l e t e d  b y  M a r c h  1 ,  1 9 9 7 .  ( I t e m s  1 - 3  a b o v e  a r e  M n S C U  B o a r d  i n c e n t i v e s . )  
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4. Student liability: Students are clearly liable for their actions and may be sued (along with 
others) for damages due to negligence. Moorhead State University has a Student 
Professional liability policy which covers students engaged in internships. The coverage is 
for $1,000.00 per occurrence and $3,000.000 in aggregate. 
5. If the student does not have a formal internship agreement and therefore does not have a 
formally acknowledged internship (i.e., no credit hours, etc.); the student is NOT covered 
by the University Student Professional Liability policy. 
6. Shadow-type internships are not covered under our policy. Please advise the students to 
purchase a professional liability policy. 
7. The Attorney General's office has asked that we advise all students on internship to 
purchase their own professional liability insurance. 
8. Students and Worker's Compensation: Student empioyees are covered under worker's 
compensation. Students, including athletes in most state, are not covered under worker's 
compensation insurance. If the student is on a paid internship, they are probably covered 
under the internship sponsor's worker's compensation insurance. If the internship does not 
pay a monetary stipend, then the student will probably not be covered under the sponsor's 
worker's compensation insurance. 
If the student has signed a waiver, the student may have given up his/her right to worker's 
compensation coverage and the right to sue a negligent party. We should make sure that 
the student understands the implications of signing a waiver and should not make the 
decision for the student. We need to emphasiz~ that due process must be followed and the 
student, after knowing the information, makes the decision about whether to sign the waiver 
or not. If, in fact, we are sued under·these conditions, our insurance will respond. 
9. Internship Sponsor Liability: In most cases, the sponsor is liable for the actions of the 
interns. If the student signed a waiver, the student will need to have a Professional Liability 
policy in effect. 
10. Faculty/Staff Liability: Faculty and Moorhead State University may be sued if a student is 
responsible for injuries or damages while on an internship. Our liability policy and the 
State ofMinnesota.will defend us and respond to the damages awarded in a suit. The 
awards in these cases would be subject to the limitations set by Minnesota Statutes. (Please 
note that it is important that we provide students with consistent, clear information 
regarding internships. The issue of liability needs to be discussed and understood by the 
student.) · 
Even in the case of"shadow" internships, the faculty member and Moorhead State 
University may be sued. Once again, our policy and the State of Minnesota will 
respond. 
In addition, there are cases in which an employee may be personally liable for damages to an 
injured party. In general, as long as employees follow university requirements (guidelines), 
their liability exposure will be covered by our professional insurance and the State of 
Minnesota. However, when an employee does not enforce university rules and regulations, and 
. .  
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t h e r e  i s  a n  a w a r d  t o  a n  i n j u r e d  p a r t y ,  t h e  e m p l o y e e  h a s  p l a c e d  h i m s e l f  i n  a n  o n e r o u s  p o s i t i o n .  
T h e  i n s u r a n c e  c o m p a n y ,  t h e  S t a t e  o f  M i n n e s o t a ,  o r  e v e n  M o o r h e a d  S t a t e  U n i v e r s i t y  m a y  r e f u s e  
t o  d e f e n d  t h e  e m p l o y e e ,  p a y  t h e  d a m a g e s ,  a n d  m a y  e v e n  b r i n g  s u i t  a g a i n s t  t h e  e m p l o y e e  i n  
s o m e  c a s e s  t o  r e c o v e r  t h e  d a m a g e s  p a i d  t o  t h e  i n j u r e d  p a r t y .  [ V P  C r o c k e t t  m e m o  1 / 2 1 / 9 7 ]  
L I B E R A L  S T U D I E S  P R O G R A M  
M i s s i o n  S t a t e m e n t  
T h e  L i b e r a l  S t u d i e s  P r o g r a m  o f  M o o r h e a d  S t a t e  U n i v e r s i t y  i s  d e s i g n e d  t o  p r o v i d e  a  b r o a d  b a s e  
o f k n o w l e d g e  a n d  c u l t u r a l  t h e m e s  d e r i v e d  f r o m  t h e  d i v e r s i t y  a n d  u n i v e r s a l i t y  o f h u m a n  
e x p e r i e n c e .  T h r o u g h  t h i s  r e q u i r e m e n t ,  s t u d e n t s  g a i n  e x p o s u r e  t o  b a s i c  t h o u g h t  a n d  
i n t e r p r e t a t i o n  p r o v i d e d  b y  v a r i o u s  d i s c i p l i n e s  s o  a s  t o  e n h a n c e  t h e  q u a l i t y  o f  t h e i r  p a r t i c i p a t i o n  
i n  a n d  u n d e r s t a n d i n g  o f  t h e  w o r l d  a r o u n d  t h e m .  L i b e r a l  S t u d i e s  c o u r s e s  i n v o l v e  m o r e  t h a n  a  
k n o w l e d g e  b a s e  a l o n e  b y  s e e k i n g  i n t e g r a t i o n  a n d  s y n t h e s i s  o f  k n o w l e d g e  a n d  i d e a s .  C o u r s e s  
w h i c h  f o c u s  o n  t h e  a p p l i c a t i o n  o f k n o w l e d g e  t o  c a r e e r  d e v e l o p m e n t  s h o u l d  b e  r e s e r v e d  f o r  t h e  
m a j o r ,  m i n o r  a n d / o r  e l e c t i v e  p r o g r a m s .  F i n a l l y ,  t h e  L i b e r a l  S t u d i e s  P r o g r a m  s h o u l d  p r o v i d e  a  
b a s i s  f o r  l i f e l o n g  l e a r n i n g .  
P u r p o s e s  o f  t h e  L i b e r a l  S t u d i e s  P r o g r a m  
M S U ' s  L i b e r a l  S t u d i e s  r e q u i r e m e n t  s e e k s  t o  i n t r o d u c e  t h e  p e r s p e c t i v e s ,  c o n t r i b u t i o n s ,  
l i m i t a t i o n s  a n d  i n t e r - r e l a t i o n s h i p s  t h a t  d i v e r s e  d i s c i p l i n e s  b r i n g  t o  t h e  w o r l d  o f  i d e a s  a n d  
k n o w l e d g e .  I t  s e e k s  t o  i n s t i l l  t h e  j o y  o f l e a r n i n g  t h r o u g h  c o u r s e s  p r e p a r e d  f o r  t h i s  p u r p o s e  
w h i l e  s e e k i n g  t o  a c h i e v e  t h e  f o l l o w i n g  o b j e c t i v e s .  
S t u d e n t s  s h o u l d  u n d e r s t a n d :  
1 .  t h e i r  w o r k ,  s o c i e t y  a n d  s e l f  i n  a n  o b j e c t i v e  a n d  c r i t i c a l  m a n n e r ;  
2 .  t h e  p a s t ,  s o  a s  t o  m o r e  i n t e l l i g e n t l y  c o p e  w i t h  t h e  p r e s e n t  a n d  f u t u r e ;  
3 .  t h e  s c i e n t i f i c  m e t h o d ;  
4 .  t h e  d e v e l o p m e n t  a n d  d i v e r s i t y  o f  A m e r i c a n  c i v i l i z a t i o n  a n d  c u l t u r e ;  
5 .  c u l t u r e s  a n d  g e o g r a p h i c  r e g i o n s  o t h e r  t h a n  t h e i r  o w n  i n  a n  i n c r e a s i n g l y  c o m p l e x  a n d  
i n t e r d e p e n d e n t  g l o b a l  c o m m u n i t y ;  
6 .  m a j o r  i n t e l l e c t u a l ,  s c i e n t i f i c  a n d  a r t i s t i c  c o n t r i b u t i o n s  o f W e s t e r n  a n d  n o n - W e s t e r n  
c i v i l i z a t i o n s .  
S t u d e n t s  s h o u l d  d e v e l o p :  
1 .  a  p o s i t i v e  a t t i t u d e  t o w a r d  l i f e l o n g  l e a r n i n g  a n d  v a r i o u s  m o d e s  o f  i n q u i r y ;  
2 .  t h e  a b i l i t y  t o  l e a r n  i n d e p e n d e n t l y ;  
·  3 .  t h e  a b i l i t i e s  n e e d e d  t o  a d a p t  t o  d i v e r s e  s i t u a t i o n s  a n d  c o n t r i b u t e  a s  c i t i z e n s  o f  a  c h a n g i n g  
s o c i e t y ;  
4 .  a  r e s p e c t  f o r  t h e  c o m p l e x i t y  o f  t h e  n a t u r a l  a n d  s o c i a l  w o r l d s  a n d  a n  a p p r e c i a t i o n  f o r  t h e  
i n t e r d e p e n d e n c e ;  
5 .  a  r e s p e c t  f o r  t h e  r i g h t s  a n d  v a l u e s  o f  o t h e r s  a n d  f o r  c u l t u r e s  d i f f e r e n t  f r o m  t h e i r  o w n ;  
6 .  a  s e n s e  o f  a e s t h e t i c  s t a n d a r d s  i n  j u d g i n g  c r e a t i v e  w o r k s .  
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4. Student liability: Students are clearly liable for their actions and may be sued (along with 
others) for damages due to negligence. Moorhead State University has a Student 
Professional liability policy which covers students engaged in internships. The coverage is 
for $1,000.00 per occurrence and $3,000.000 in aggregate. 
5. If the student does not have a formal internship agreement and therefore does not have a 
formally acknowledged internship (i.e., no credit hours, etc.); the student is NOT covered 
by the University Student Professional Liability policy. 
6. Shadow-type internships are not covered under our policy. Please advise the students to 
purchase a professional liability policy. 
7. The Attorney General's office has asked that we advise all students on internship to 
purchase their own professional liability insurance. 
8. Students and Worker's Compensation: Student empioyees are covered under worker's 
compensation. Students, including athletes in most state, are not covered under worker's 
compensation insurance. If the student is on a paid internship, they are probably covered 
under the internship sponsor's worker's compensation insurance. If the internship does not 
pay a monetary stipend, then the student will probably not be covered under the sponsor's 
worker's compensation insurance. 
If the student has signed a waiver, the student may have given up his/her right to worker's 
compensation coverage and the right to sue a negligent party. We should make sure that 
the student understands the implications of signing a waiver and should not make the 
. . 
decision for the student. We need to emphasize that due process must be followed and the 
student, after knowing the information, makes the decision about whether to sign the waiver 
or not. If, in fact, we are sued under·these conditions, our insurance will respond. 
9. Internship Sponsor Liability: In most cases, the sponsor is liable for the actions of the 
interns. If the student signed a waiver, ~e student will need to have a Professional Liability 
policy in effect. 
10. Faculty/Staff Liability: Faculty and Moorhead State University may be sued if a student is 
responsible for injuries or damages while on an internship. Our liability policy and the 
State ofMinnesota.will defend us and respond to the damages awarded in a suit. The 
awards in these cases would be subject to the limitations set by Minnesota Statutes. (Please 
note that it is important that we provide students with consistent, clear information 
regarding internships. The issue of liability needs to be discussed and understood by the 
student.) 
Even in the case of"shadow" internships, the faculty member and Moorhead State 
University may be sued. Once again, our policy and the State of Minnesota will 
respond. 
In addition, there are cases in which an employee may be personally liable for damages to an 
injured party. In general, as long as employees follow university requirements (guidelines), 
their liability exposure will be covered by our professional insurance and the State of 
Minnesota. However, when an employee does not enforce university rules and regulations, and 
1999 Faculty Handbook Revision 
General Objectives of the Liberal Studies Courses 
Any liberal studies course must involve students in: 
1. Gathering information from diverse resources, analyzing the information critically, 
organizing it effectively and presenting findings clearly; 
2. Applying the principles of rational thought; 
3. Demonstrating skills in problem solving, including inductive and deductive processes; 
4. Communicating effectively and gracefully through oral and written forms. 
Division Objectives 
The following objectives are for developing courses, approving courses for inclusion, and 
orienting student to the goals of each college. The Liberal Studies Committee realizes that a 
single course may not meet all of the objectives. 
Division A 
English Composition and Literature 
49 
Effective reading and writing lie at the heart of a university's mission. In English 101 and 102 
students develop their ability to read and write with skill and honesty; to advance and defend 
their assertions; to make responsible use of library and other research sources; and to test their 
ideas in discussion. Through their encounters with exemplary works of literature, they are 
encouraged to deepen their understanding of people and cultures and come to better understand 
what they believe. 
The two semester Freshman English sequence should provide an opportunity for the students 
to: 
1. Become a more skillful writer, who demonstrates the ability to write a clear, accurate, 
and grammatically correct prose. 
2. Become a more skillful reader, who is familiar with a variety ofsignificant literary texts 
and concepts. 
3. Order the elements of sentences to achieve various effects, and to choose the best word 
to express a chosen concept or feeling. 
4. Become critical thinkers who possess the ability to detect authorial bias, but who allow 
for differences in socio-historical settings and points of view in literature and written 
materials generally. 
5. Think logically and present ideas coherently and accurately. 
6. Make use of library resources and learn research techniques. 
-7. Learn to use and credit the writing of others in a responsible manner. 
. .  
1 9 9 9  F a c u l t y  H a n d b o o k  R e v i s i o n  
5 0  
D i v i s i o n  B  
N a t u r a l  S c i e n c e s  a n d  T h e i r  P r o c e s s e s  
C o u r s e s  i n  t h e  n a t u r a l  s c i e n c e s  p r e p a r e  s t u d e n t s  t o  m a k e  c o n n e c t i o n s  b e t w e e n  c o n c r e t e  
o b s e r v a t i o n s  a n d  s c i e n t i f i c  i n t e r p r e t a t i o n s  a n d  t o  u s e  a p p r o p r i a t e  m e t h o d s  o f  i n q u i r y  a n d  
a n a l y s i s  t o  s o l v e  c o m p l e x  p r o b l e m s .  T h r o u g h  t h i s  p r o c e s s ,  s t u d e n t s  c a n  b e c o m e  m o r e  a w a r e  o f  
t h e  e x p e r i e n c e  o f  t h e  w o r l d  a r o u n d  t h e m  a n d  m o r e  a p p r e c i a t i v e  o f  t h e  i m p o r t a n t  p a r t  s c i e n c e  
a n d  s c i e n t i f i c  r e a s o n i n g  p l a y  i n  e v e r y d a y  l i f e .  
C o u r s e s  s h o u l d  p r o v i d e  a n  o p p o r t u n i t y  f o r  t h e  s t u d e n t  t o :  
1 .  U n d e r s t a n d  a n d  u s e  t h e  m e t h o d s  o f  i n q u i r y  a n d  a n a l y s i s  f o u n d  i n  t h e  n a t u r a l  s c i e n c e s  a n d  
b e  a b l e  t o  i l l u s t r a t e  t h e  u s e  o f  t h i s  m e t h o d o l o g y .  
2 .  A p p l y  t h e  g u i d i n g  p r i n c i p l e s  ( l a w s )  a n d  t h e o r i e s  o f  a  g i v e n  n a t u r a l  s c i e n c e  t o  s p e c i f i c  
s i t u a t i o n s .  
3 .  A n a l y z e  i n f o r m a t i o n  g a i n e d  f r o m  e x p e r i m e n t s  o r  o b s e r v a t i o n s  w i t h  t h e  q u a n t i t a t i v e  
m e t h o d s  o f  t h e  n a t u r a l  s c i e n c e s .  S t u d e n t s  s h o u l d  b e  a b l e  t o  i d e n t i f Y  a n d  d e s c r i b e  
e x p e r i m e n t a l  u n c e r t a i n t i e s  i n h e r e n t  i n  q u a n t i t a t i v e  d a t a .  
4 .  U n d e r s t a n d  t h e  h u m a n  a n d  h i s t o r i c a l  a s p e c t s  o f  t h e  n a t u r a l  s c i e n c e s .  
5 .  U n d e r s t a n d  t h e  c o m p l e x i t y  o f  a p p l y i n g  s c i e n t i f i c  k n o w l e d g e  t o  t e c h n o l o g y  b y  a n a l y z i n g  
a t  l e a s t  o n e  s u c h  a p p l i c a t i o n  i n  d e t a i l .  
6 .  B e c o m e  f a m i l i a r  w i t h . t h e  r o l e s  a n d  i m p o r t a n c e  o f  c r e a t i v e  i m a g i n a t i o n ,  a e s t h e t i c s ,  
e t h i c s ,  a b s t r a c t  t h i n k i n g  a n d  c r i t i c a l  a n a l y s i s  i n  t h e  m e t h o d o l o g y  o f  s c i e n c e .  
7 .  R e c o g n i z e  t h e  i n t e r a c t i v e  r e l a t i o n s h i p  o f  s c i e n c e  a n d  c u l t u r e  i n  t h e  p a s t ,  p r e s e n t  a n d  
f u t u r e .  
8 .  B e c o m e  a w a r e  o f  t h e  c o n n e c t i o n s  b e t w e e n  t h e  n a t u r a l  s c i e n c e s ,  m a t h e m a t i c s  a n d  t h e  
s o c i a l  s c i e n c e s .  
9 .  A p p l y  s c i e n t i f i c  c o n c e p t s  a n d  p r i n c i p l e s  t o  e v e r y d a y  l i f e  a n d  a p p r e c i a t e  t h e i r  u s e f u l n e s s  
i n  u n d e r s t a n d i n g  c o m m o n  e x p e r i e n c e .  
1 0 .  D i s t i n g u i s h  b e t w e e n  s c i e n c e  a n d  p s e u d o  s c i e n c e ,  s u c h  a s  a s t r o l o g y ,  t h r o u g h  a n  
u n d e r s t a n d i n g  o f  t h e  m e t h o d o l o g y  o f  s c i e n c e .  
1 1 .  U n d e r s t a n d  t h e  s c o p e ,  p e r s p e c t i v e s  a n d  l i m i t a t i o n s  o f  a  g i v e n  s c i e n t i f i c  d i s c i p l i n e .  
1 2 .  D e v e l o p  t h e  c a p a c i t y  t o  a s s e s s  a n d  e v a l u a t e  s c i e n t i f i c  i n f o r m a t i o n  f r o m  a  v a r i e t y  o f  
s o u r c e s  i n  o r d e r  t o  e f f e c t i v e l y  p a r t i c i p a t e  a s  i n f o r m e d  c i t i z e n s  i n  a n  i n c r e a s i n g  s c i e n t i f i c  
a n d  t e c h n o l o g i c a l  w o r l d .  
1999 Faculty Handbook Revision 
Additions to Division Objectives forB 1 
For courses in Natural Sciences and their processes that receive the experimental and/or 
observational credit, but do not necessarily involve experiments in a traditional laboratory 
section, the course must provide an opportunity (appropriate to the specific science) for the 
students to: 
1. carry out quantitative and/or qualitative analysis of phenomena. 
2. observe how data are generated or collected in the science as it is actually practiced. 
3. demonstrate an accurate understanding ofthe relationship between theory, hypothesis 
formation, and scientific observations. 
4. have observational experiences involving some basic equipment and apparatus of the 
sc1ence. 
5. be evaluated in the above areas. 
51 
None of these criteria preclude observational work and interpretation of data which is presented 
indirectly; appropriate photographs, films, and planetarium projections might be sources of 
some student observations. 
Division C 
Behavioral and Social Sciences 
Courses in the behavioral and social sciences will expose students to various approaches and 
methodologies used in the study of human behavior and human interactions. Through the 
various social science disciplines, students will examine the influence of societal, geographic, 
'economic, and/or political systems, as well as historical and individual forces that motivate and 
shape human interactions. · 
Courses should provide an opportunity for the student to: 
1. Study scientific and rational approaches to understanding human behavior both past and 
present. 
2. Gather and analyze information objectively using the tools and ideas ofbehavioral and 
social science disciplines. 
3. Understand the .complexity ofhuman interactions from the perspectives ofthe 
individual and societal, geographic, economic, and/or political systems. 
4. Understand the social, cultural, historical, economic, political processes in the . 
development of complex societies. 
5.. Examine individual, group, political, economic, geographical, and historical causes for 
significant social problems. 
6. Develop insight into the underlying motivational forces influencing individuals and 
society. 
7. Recognize and differentiate between objective information and propaganda. 
. .  
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8 .  U n d e r s t a n d  t h e  s c o p e ,  p e r s p e c t i v e s ,  a n d  l i m i t a t i o n s  o f  a  g i v e n  s o c i a l  d i s c i p l i n e .  
9 .  E x a m i n e  t h e  i n t e r - r e l a t i o n s h i p s  a m o n g  t h e  v a r i o u s  b e h a v i o r a l  a n d  s o c i a l  s c i e n c e s .  
1 0 .  D e v e l o p  t h e  k n o w l e d g e  a n d  c r i t i c a l  t h i n k i n g  s k i l l s  n e c e s s a r y  f o r  e f f e c t i v e  c i t i z e n s h i p .  
1 1 .  B e  a w a r e  o f  t h e  c o n n e c t i o n s  b e t w e e n  t h e  s o c i a l  s c i e n c e s  a n d  t h e  n a t u r a l  s c i e n c e s  a n d  
m a t h e m a t i c s .  
D i v i s i o n  D  
W e s t e r n  T r a d i t i o n :  H u m a n i t i e s  a n d  F i n e  A r t s  
5 2  
I n  h u m a n i t i e s  a n d  f i n e  a r t s  c o u r s e s ,  s t u d e n t s  l e a r n  t o  i n t e g r a t e  t h e  m a j o r  a r t i s t i c ,  l i t e r a r y  a n d  
i n t e l l e c t u a l  m o v e m e n t s  t h a t  h a v e  s h a p e d  W e s t e r n  c u l t u r e .  T h e y  a r e  c h a l l e n g e d  t o  e n h a n c e  t h e i r  
o w n  s k i l l s  f o r  a n a l y z i n g  c r e a t i v e  w o r k s  a n d  t o  t h i n k  a n d  w r i t e  c r i t i c a l l y  a b o u t  g r e a t  h u m a n i s t i c  
q u e s t i o n s .  A  s i g n i f i c a n t  g o a l  i s  t o  p l a c e  h u m a n i s t i c  l e a r n i n g  i n  c u l t u r a l ,  i n t e l l e c t u a l ,  a n d  
h i s t o r i c a l  c o n t e x t . .  
C o u r s e s  s h o u l d  p r o v i d e  a n  o p p o r t u n i t y  f o r  t h e  s t u d e n t  t o :  
1 .  U n d e r s t a n d  t h e  o r i g i n s  a n d  d e v e l o p m e n t  o f W e s t e r n  c u l t u r e .  
2 .  L e a r n  t o  r e a d ,  v i e w  a n d / o r  l i s t e n  t o  t h e  f i n e  a r t s  a s  k e y s  t o  c u l t u r a l  u n d e r s t a n d i n g .  
3 .  U n d e r s t a n d  t h e  r e l e v a n c e  o f  g r e a t  h u m a n i s t i c  q u e s t i o n s .  
4 .  E n h a n c e  o n e ' s  o w n  st~dards f o r  a n a l y z i n g  a n d  j u d g i n g  c r e a t i v e  w o r k s .  
5 .  I n t e g r a t e  t h e  m a j o r  a r t i s t i c ,  l i t e r a r y  a n d  i n t e l l e c t u a l  c o n t r i b u t i o n s  t h a t  h a v e  s h a p e d  
W e s t e r n  c u l t u r e ,  i n c l u d i n g  t h a t  o f  t h e  U n i t e d  S t a t e s ,  i n  r e l a t i o n  t o  s i g n i f i c a n t  c i v i l i z a t i o n a l  
t r e n d s  a n d  m o v e m e n t s .  
6 .  R e c o g n i z e  c r o s s - o r  i n t e r - c u l t u r a l  i n f l u e n c e s  b e t w e e n  t h e  h u m a n i s t i c  d e v e l o p m e n t  o f  t h e  
W e s t e r n  a n d  n o n - W e s t e r n  w o r l d s .  
7 .  T h i n k  a n d  w r i t e  c r i t i c a l l y  a b o u t  g r e a t  h u m a n i s t i c  q u e s t i o n s .  
8 .  U n d e r s t a n d  a n d  a r t i c u l a t e  d i f f e r e n t  a p p r o a c h e s  t o  m o r a l  p r o b l e m s .  
9 .  D e v e l o p  a n  h i s t o r i c a l  p e r s p e c t i v e  o n  s i g n i f i c a n t  a c h i e v e m e n t s  i n  W e s t e r n  c u l t u r e .  
D i v i s i o n E  
C o m m u n i c a t i v e  a n d  S y m b o l i c  P r o c e s s e s  
C o u r s e s  i n  c o m m u n i c a t i v e  a n d  s y m b o l i c  p r o c e s s e s  i n v o l v e  a  s t u d y  o f  l a n g u a g e  i n  o n e  o f  t w o  
a r e a s :  ( 1 )  i n  w r i t t e n  a n d  o r a l  l a n g u a g e s  f o r  c o m m u n i c a t i o n ;  a n d  ( 2 )  i n  s y m b o l i c  a n d  
.  m a t h e m a t i c a l  l a n g u a g e s  f o r  p r o b l e m  s o l v i n g .  S t u d e n t s  w i l l  e x p a n d  t h e i r  d e v e l o p m e n t  o f  s k i l l s  
i n  t h e i r  u s e  o f  w r i t t e n ,  o r a l ,  a n d  s y m b o l i c  l a n g u a g e  t o  c o m m u n i c a t e  i d e a s ,  t o  a n a l y z e  a n d  t o  
s o l v e  p r o b l e m s ,  t o  a p p l y  i n d u c t i v e  a n d / o r  d e d u c t i v e  r e a s o n i n g ,  a n d  t o  u n d e r s t a n d  o t h e r  p e o p l e .  
1999 Faculty Handbook Revision 
Additions to Division Objectives for B1 
For courses in Natural Sciences and their processes that receive the experimental and/or 
observational credit, but do not necessarily involve experiments in a traditional laboratory 
section, the course must provide an opportunity (appropriate to the specific science) for the 
students to: 
1. carry out quantitative and/or qualitative analysis of phenomena. 
2. observe how data are generated or collected in the science as it is actually practiced. 
3. demonstrate an accurate understanding of the relationship between theory, hypothesis 
formation, and scientific observations. 
4. have observational experiences involving some basic equipment and apparatus of the 
sc1ence. 
5. be evaluated in the above areas. 
51 
None of these criteria preclude observational work and interpretation of data which is presented 
indirectly; appropriate photographs, films, and planetarium projections might be sources of 
some student observations. 
Division C 
Behavioral and Social Sciences 
Courses in the behavioral and social sciences will expose students to various approaches and 
methodologies used in the study of human behavior and human interactions. Through the 
various social science disciplines, students will examinethe influence of societal, geographic, 
'economic, and/or political systems, as well as historical and individual forces that motivate and 
shape human interactions. · 
Courses should provide an opportunity for the student to: 
1. Study scientific and rational approaches to understanding human behavior both past and 
present. 
2. Gather and analyze information objectively using the tools and ideas of behavioral and 
social science disciplines. 
3. Understand the .complexity ofhuman interactions from the perspectives of the 
individual and societal, geographic, economic, and/or political systems. 
4. Understand the social, cultural, historical, economic, political processes in the. 
development of complex societies. 
5.. Examine individual, group, political, economic, geographical, and historical causes for 
significant social problems. 
6. Develop insight into the underlying motivational forces influencing individuals and 
society. 
7. Recognize and differentiate between objective information and propaganda. 
1999 Faculty Handbook Revision 
Courses should provide an opportunity for the student to: 
Communicative Processes 
1. Understand the social/psychological processes of oral, visual, or written 
communications. 
2. Understand the theory and practice of persuasion among individuals, small groups, or 
mass audiences. 
3. Critically analyze various forms of communication with emphasis upon developing 
skills for detecting persuasive manipulations. 
4. Understand the societal effects of immediate or mediated communications. 
5. Understand and develop an appreciation for the role of free communication in society. 
6. Learn to gather information, use it objectively and attribute ideas ethically. 
7. Develop skills in creative, practical, or technical writing 
8. Develop speaking and listening skills in interpersonal, small group, or large group 
contexts. 
9. Develop skills for understanding intercultural and international communications. 
53 
10. Understand ethnic, gender, and other societal differences in communicative processes. 
11. Develop skills in understanding, reading, speaking, and writing a second language. 
Symbolic Processes 
1. View the underlying nature and theory of computational and symbolic processes 
utilizing critical thinking. 
2. Learn and use inductive and/or deductive reasoning. 
3. Use symbolic abstraction and generalization to evaluate complex relationships. 
4. Understand the processes of problem solving through symbolic representation and 
manipulation. 
5. Use an axiomatic approach in building an abstract body ofknowledge. 
6. Become familiar with the logical principles behind data analysis. 
7. Understand that the principles of logic can be used to organize and understand events 
around us. 
. .  
1 9 9 9  F a c u l t y  H a n d b o o k  R e v i s i o n  
8 .  B e c o m e  a w a r e  o f  t h e  i n f l u e n c e  t h a t  m a t h e m a t i c s  a n d  s y m b o l i c  p r o c e s s e s  h a v e  h a d  o n  
h i s t o r y  a n d  c u l t u r e .  
5 4  
9 .  U n d e r s t a n d  t h a t  w h i l e  m a t h e m a t i c s  h a s  m a n y  a p p l i c a t i o n s ,  i t  i s ,  i n  f a c t ,  a n  a r t  f o r m  w i t h  
i t s  o w n  a e s t h e t i c  q u a l i t i e s .  
D i v i s i o n  F  
M u l t i c u l t u r a l  a n d  G l o b a l  S t u d i e s  
C o u r s e s  i n  g l o b a l  a n d  m u l t i c u l t u r a l  s t u d i e s  i l l u s t r a t e  t h e  m a x i m  t h a t  o n e  c a n n o t  u n d e r s t a n d  
o n e ' s  o w n  c u l t u r e  e x c e p t  t h r o u g h  t h e  l e n s  o f  a n o t h e r .  G l o b a l  s t u d i e s  c o u r s e s  a r e  d e s i g n e d  t o  
h e l p  s t u d e n t s  e x p l o r e  t h e  o r i g i n s ,  c o n t r i b u t i o n s ,  a n d  g r o w i n g  i n t e r d e p e n d e n c e  o f  d i v e r s e  
p e o p l e s  o f  t h e  w o r l d  a n d  t o  e x a m i n e  t h e  i n t e r - r e l a t i o n s h i p s  a m o n g  e n v i r o n m e n t ,  s o c i a l  
o r g a n i z a t i o n  a n d  i d e o l o g y  i n  v a r i o u s  r e g i o n s .  M u l t i c u l t u r a l  s t u d i e s  c o u r s e s  h e l p  s t u d e n t s  
r e a l i z e  t h a t  d i v e r s e  e t h n i c  g r o u p s  i n  t h e  U . S .  c o n t r i b u t e  d i s t i n c t i v e  c u l t u r a l  f e a t u r e s  a n d  p a t t e r n s  
w h i c h  a r e  a u t h e n t i c  p a r t s  o f  o u r  c u l t u r a l  m o s a i c .  T h e  c o u r s e s  a l s o  i n c r e a s e  s t u d e n t s '  a w a r e n e s s  
o f  t h e  o r i g i n s  a n d  r e s u l t s  o f  i n t e r - g r o u p  p r e j u d i c e .  
C o u r s e s  s h o u l d  p r o v i d e  a n  o p p o r t u n i t y  f o r  t h e  s t u d e n t  t o :  
1 .  E x a m i n e  h o w  s p e c i f i c  g r o u p s  d e v e l o p  a n d  d e m o n s t r a t e  u n i v e r s a l  h u m a n  c o n c e r n s ·.  
2 .  E x p l o r e  t h e  o r i g i n s ,  c o n t r i b u t i o n s ,  a n d  i n c r e a s i n g  i n t e r d e p e n d e n c e  o f  d i v e r s e  p e o p l e s  
w i t h i n  t h e  w o r l d  c o m m u n i t y ,  g i v i n g  c o n s i s t e n t  a n d  e x t e n s i v e  a t t e n t i o n  t o  t h e  
e x p e r i e n c e s  a n d  p e r s p e c t i v e s  f o r  p e o p l e  i n  A s i a ,  A f r i c a ,  a n d / o r  L a t i n  A m e r i c a .  
3 .  U n d e r s t a n d  non-Wes~ern p e r s p e c t i v e s  a n d  w o r l d  v i e w s .  
4 .  E x a m i n e  t h e  i n t e r - r e l a t i o n s h i p s  a m o n g  e n v i r o n m e n t ,  t e c h n o l o g y ,  s o c i a l  o r g a n i z a t i o n ,  
a n d  i d e o l o g y  i n  v a r i o u s  r e g i o n s .  
5 .  D e v e l o p  t h e  k n o w l e d g e  a n d  c r i t i c a l  t h i n k i n g  s k i l l s  n e c e s s a r y  f o r  e f f e c t i v e  p a r t i c i p a t i o n  
i n  a  g l o b a l  c o m m u n i t y .  
C o u r s e s  s a t i s f y i n g  t h e  C u l t u r a l  D i v e r s i t y  c a t e g o r y  s h o u l d  a l s o  p r o v i d e  a n  o p p o r t u n i t y  f o r  t h e  
s t u d e n t  t o :  
6 .  R e a l i z e  t h a t  d i v e r s e  p o p u l a t i o n s  i n  t h e  U n i t e d  S t a t e s  h a v e  e s t a b l i s h e d  o n - g o i n g  
f e a t u r e s  a n d  p a t t e r n s  w h i c h  a r e  a u t h e n t i c  p a r t s  o f  t h e  A m e r i c a n  c u l t u r a l  m o s a i c .  
7 .  G a i n  i n s i g h t s ,  k n o w l e d g e ,  a n d  u n d e r s t a n d i n g  o f  h i s / h e r  o w n  c u l t u r e  a s  a  r e s u l t  o f  
s t u d y i n g  d i v e r s e  c u l t u r e s  w i t h i n  t h e  U n i t e d  S t a t e s .  
8 .  U n d e r s t a n d  t h e  c o n n e c t i o n s  b e t w e e n  t h e  h i s t o r i c a l  a n d  c o n t e m p o r a r y  s i t u a t i o n s  o f  e t h n i c  
m i n o r i t i e s .  
9 .  G a i n  a n  a w a r e n e s s  o f  t h e  o r i g i n s  a n d  r e s u l t s  o f  i n t e r - g r o u p  p r e j u d i c e  a n d  d i s c r i m i n a t i o n .  
1 0 .  S t u d y  m o d e l s .  o f  m a j o r i t y - m i n o r i t y  r e l a t i o n s .  
[ A P A C  1 2 / 6 / 9 4 ]  
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PASS-NO CREDIT GRADES 
Any student with sophomore, junior, or senior standing may take one course per term for Pass-
No Credit grades in areas outside the student's major or minor discipline. Pass-No Credit courses 
may not be applied to the Liberal Studies Program. A student may apply up to 16 credits under 
the Pass-No Credit option to a baccalaureate degree program. No course which the student has 
previously failed may be repeated under the Pass-No Credit option. Pass-No Credit courses are 
not included in computing the grade point average. 
A grade of"P" is recorded for any course successfully completed under the Pass-No Credit 
option. No entry will be made if the student fails to earn credit. A Pass-No Credit agreement 
form, available from the Records Office, must be signed by the student and his/her advisor and 
returned to the Records Office on or before the tenth class day of the term. [M&C 5/15/92] 
PASS/FAIL COURSES 
Certain courses, the nature of which makes it impossible to differentiate between passing grades, 
may be offered on a pass ("P") or fail ("F") basis upon receipt of permission from the Vice 
President for Academic Affairs. All students in such courses must be graded on a "P" or "F" 
basis. Student teaching and internships are always graded on a pass-fail basis. [M&C 5/15/92] 
POSTING GRADES . 
Faculty wishing to post exam or course grades must do so in a manner that does not allow for 
·identification of individuals. For example, names, student numbers, initials, and social security 
numbers may not be used. · · ~See FERPA policy.] 
PRE-REGISTRATION 
Pre-registration for spring term occurs approximately six weeks prior to final examinations 
during fall semester. Pre-registration for currently enrolled students for the fall term is held 
about six weeks prior to spring final examinations. Pre-registration for summer sessions is held 
the week before fall pre-registration. Incoming students for the fall term are registered during 
the spring, summer, or just prior to fall term, during Dragon Days. [M&C 5/15/92] 
REPEATING COURSES 
When a course is repeated, only the higher grade will be used to compute the student's grade 
point average. However, repeating a course more than once will result in the removal of only 
one previous grade froin the student's GPA computation. To assure that the GPA is correct, the 
student must submit a "Repeated Course" form at the Records Office. All course attempts will 
remain on the student's permanent academic record. A student may not repeat a course to 
improve a previous grade of "C" or better in that course. Such registration will be treated as an 
audit. [M&C 5/15/92] 
. .  
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S A T I S F A C T O R Y  A C A D E M I C  P R O G R E S S  S T A N D A R D S  
F O R  R E C E I P T  O F  F I N A N C I A L  A I D  
5 8  
F e d e r a l  a n d  S t a t e  r e g u l a t i o n s  r e q u i r e  t h a t  a l l  s t u d e n t s  m a i n t a i n  s a t i s f a c t o r y  a c a d e m i c  p r o g r e s s  
t o w a r d  c o m p l e t i o n  o f  t h e  r e q u i r e m e n t s  f o r  a  d e g r e e  o r  c e r t i f i c a t e  t o  r e c e i v e  s t u d e n t  f i n a n c i a l  a i d .  
T h e  f o l l o w i n g  s t a n d a r d s  a r e  s p e c i f i e d  b y  t h e  H i g h e r  E d u c a t i o n  A m e n d m e n t s  o f  1 9 8 6  
[ P u b l i c  L a w  9 9 - 4 9 8 ,  S e c t i o n  4 8 4 ]  
S a t i s f a c t o r y  A c a d e m i c  P r o g r e s s  S t a n d a r d s  f o r  r e c e i p t  o f  s t u d e n t  f i n a n c i a l  a i d  a p p l y  t o  a l l  
s t u d e n t s ,  i n c l u d i n g  g r a d u a t e  s t u d e n t s ,  w h e t h e r  o r  n o t  t h e y  a r e  c u r r e n t l y  r e c e i v i n g  a n y  s t u d e n t  a i d .  
I f  t h e  s t u d e n t  i s  o t h e r w i s e  i n e l i g i b l e  f o r  f i n a n c i a l  a i d ,  t h e  p r o g r e s s  s t a n d a r d s  w i l l  n o t  i m m e d i a t e l y  
a f f e c t  t h e m .  T h e y  w i l l  c o n t i n u e  t o  b e  i n f o r m e d  o f  a n y  u n s a t i s f a c t o r y  p r o g r e s s  i n  t h e  e v e n t  t h a t  
t h e y  a p p l y  o r  b e c o m e  e l i g i b l e  f o r  f i n a n c i a l  a i d  i n  t h e  f u t u r e .  
F a i l u r e  t o  m a i n t a i n  s a t i s f a c t o r y  p r o g r e s s  w i l l  r e s u l t  i n  i n e l i g i b i l i t y  f o r  t h e  f o l l o w i n g  f i n a n c i a l  a i d  
p r o g r a m s :  F e d e r a l  P e l l  G r a n t ,  F e d e r a l  S u p p l e m e n t a l  E d u c a t i o n a l  O p p o r t u n i t y  G r a n t  ( F S E O G ) ,  
F e d e r a l  P e r k i n s  L o a n  ( f o r m e r l y  N D S L ) ,  W o r k  P r o g r a m ,  F e d e r a l  S u b s i d i z e d  a n d  U n s u b s i d i z e d ,  
S t a f f o r d  L o a n  P r o g r a m ,  F e d e r a l  P L U S ,  S E L F ,  M i n n e s o t a  S t a t e  G r a n t ,  V o c a t i o n a l  R e h a b i l i t a t i o n ,  
N o n - A F D C  C h i l d c a r e ,  a n d  I n d i a n  S c h o l a r s h i p s .  M o n i t o r i n g  o f  t h e  s t u d e n t ' s  a c a d e m i c  p r o g r e s s  
i s  e v a l u a t e d  y e a r l y .  S t u d e n t s  w i l l  b e  a d v i s e d  o f  t h e i r  s t a t u s  b y  l e t t e r  i f  t h e y  f a i l  t o  m e e t  t h e  
s t a n d a r d s .  
M i n i m u m  S a t i s f a c t o r y  P r o g r e s s  S t a n d a r d s  
G r a d e  P o i n t  A v e r a g e  
S t u d e n t s  a r e  r e q u i r e d  t o  m a i n t a i n  t h e  f o l l o w i n g  m i n i m u m  G P  A  r e q u i r e m e n t s :  
a .  1 . 6  c u m u l a t i v e  G P A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  1 2  c r e d i t s .  
b .  1 . 9  c u m u l a t i v e  G P  A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  4 0  c r e d i t s .  
c .  2 . 0  c u m u l a t i v e  G P A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  7 2  c r e d i t s .  
d .  G r a d u a t e  s t u d e n t s  n e e d  a  m i n i m u m  3 . 0 0  G P A  t o  g r a d u a t e  a n d  m u s t  m e e t  a l l  o t h e r  
r e q u i r e m e n t s  a s  s t a t e d  i n  t h e  c u r r e n t  g r a d u a t e  b u l l e t i n .  
C r e d i t s  
I n  o r d e r  t o  m a i n t a i n  s a t i s f a c t o r y  a c a d e m i c  p r o g r e s s  f o r  f i n a n c i a l  a i d  p u r p o s e s ,  u n d e r g r a d u a t e  
s t u d e n t s  m u s t  c o m p l e t e  a  m i n i m u m  o f  6 7 %  o f  t h e  t o t a l  c u m u l a t i v e  c r e d i t s  a t t e m p t e d  a t  M S U  
w i t h  a  g r a d e  o f " D "  o r  b e t t e r .  
R e f e r  t o  t h e  B u l l e t i n  f o r  c o m p l e t e  U n i v e r s i t y  p o l i c y  r e g a r d i n g  m i n i m u m  s t a n d a r d s .  A l l  a p p e a l s  
.  r e g a r d i n g  G P A  s h o u l d  b e  d i r e c t e d  t o  t h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  f o r  r e v i e w ,  p h o n e  2 3 6 -
2 7 6 5 .  [ M & C  5 / 1 5 / 9 2 ]  
S E N I O R  C I T I Z E N S  
M i n n e s o t a  r e s i d e n t s  a g e  6 2  o r  o v e r  m a y  e i t h e r  ( a )  a t t e n d  c l a s s  f r e e  w i t h o u t  c r e d i t  o r  ( b )  r e c e i v e  
c r e d i t  b y  p a y m e n t  o f  a n  a d m i n i s t r a t i v e  f e e  o f  $ 6 . 0 0  p e r  c r e d i t  i f  s p a c e  i s  a v a i l a b l e  a f t e r  a l l  t u i t i o n  
p a y i n g  s t u d e n t s  a r e  e n r o l l e d .  T o  r e c e i v e  c r e d i t ,  t h e  s e n i o r  c i t i z e n  m u s t  ( a )  f i l l  o u t  t h e  c o u r s e  
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registration form and indicate senior citizen status; (b) show evidence, such as driver's license, to 
the instructor to certify birth date; and (c) secure instructor's signature. [M&C 5/15/92] 
SIX-YEAR PROGRAM REVIEW GUIDELINES 
The university has established a six-year cycle of reviews of all departments, academic 
programs, and graduate programs (see Appendix A). Each department scheduled for review 
in a particular year is notified at the beginning of that academic year. The program's review 
plan is to be developed in conjunction with the Dean. There are three major components of a 
review: (1) a self-study, (2) evaluation by an external consultant, and (3) post-review 
analysis and planning. Each of these components is described in this guide. 
Six year program reviews are not mandatory for those programs that are accredited by 
national program accrediting bodies (e.g., NCATE, AACSB, CSWE, ABET) if such 
accreditation includes on-campus program review by an external reviewer. It will 
be mandatory for such programs to submit a copy oftheir report to the University, 
through the appropriate Dean to the Vice President for Academic Affairs, together 
with a report covering any unaddressed aspects of the Consultant's questionnaire 
normally utilized in six year program reviews. ·A final determination of the need for 
the full six-year program review rests with the Vice President for Academic Affairs. 
Selecting an External Consultant 
the consultant may be (1) from another MnSCU university, or (2) external to the Minnesota 
State system. The kind of consultant most appropriate to the review will be determined by 
the Dean and Vice President for Academic Mfairs. The consultant should be knowledgeable 
about the academic field and about similar programs at similar kinds of institutions. The 
department may also choose to select an additional consultant from MSU who is external to 
the program. 
Names of potential consultants are often available through professional organizations, or 
members of the self-study team may know of leaders in the field whose work in teaching is 
valued. Consultants may be assigned as part of an accreditation visit team when 
accreditation and program review are taking place at the same time. Typically, one person 
serves as consultant, bqt a team may be used when mandated by accreditation standards or 
when there is some other compelling rationale. 
External reviewers typically come from state universities (AASCU institutions) of our size or 
larger. Individuals recommended as program reviewers should have prior experience on at 
least one review team and/or should be active in their professional organization(s). In 
addition, because of the institution's commitment to affirmative action and cultural diversity, 
women and persons of color should be included in the list of potential reviewers. The 
proposed consultants may not be personal friends or close colleagues of any member of the 
department or self-study team. 
The department chair or program coordinator should forward to the Dean the names of at 
least three potential consultants along with statements of their qualifications to serve as 
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r e v i e w e r s .  T h e  D e a n  w i l l  a t t a c h  c o m m e n t s  t o  t h e  l i s t  o f  p o t e n t i a l  c o n s u l t a n t s  a n d  f o r w a r d  
t h e  m a t e r i a l s  t o  A c a d e m i c  A f f a i r s .  T h e  c o n s u l t a n t  w i l l  b e  s e l e c t e d  t h r o u g h  c o n s u l t a t i o n  
b e t w e e n  t h e  p r o g r a m ,  t h e  D e a n ,  a n d  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s .  
P r e p a r i n g  t h e  S e l f - S t u d y  
T h e  i n t e r n a l  p o r t i o n  o f  t h e  p r o g r a m  r e v i e w  p r o c e s s  b e g i n s  w i t h  t h e  a p p o i n t m e n t  o f  a  s e l f -
s t u d y  c o o r d i n a t o r  a n d  c o m m i t t e e .  T h e  c o m m i t t e e  w i l l  p r e p a r e  a  r e p o r t  c o v e r i n g  p r o g r a m  
q u a l i t y ,  p r o g r a m  n e e d ,  c o n t r i b u t i o n s  o f  t h e  p r o g r a m ,  c o s t  a n d  m a n a g e m e n t  o f  t h e  p r o g r a m ,  
a n d  f u t u r e  d i r e c t i o n s .  H e a d i n g s  a r e  p r o v i d e d  b e l o w  t o  g u i d e  t h e  d e v e l o p m e n t  o f  t h e  s e l f -
s t u d y .  P r o g r a m s  m a y  a d d  o t h e r  q u e s t i o n s ,  i f  d e s i r e d ,  a n d  t h e  D e a n  m a y  r e q u e s t  t h a t  s p e c i f i c  
i s s u e s  b e  a d d r e s s e d  i n  t h e  s e l f - s t u d y .  
T h e  r e p o r t  m a y  b e  o r g a n i z e d  d i f f e r e n t l y ,  i f  t h e r e  a r e  a c c r e d i t a t i o n  m a n d a t e s ,  b u t  a l l  s e v e n  
h e a d i n g s  m u s t  b e  c o v e r e d .  W h e r e v e r  p o s s i b l e  t h e  s e l f - s t u d y  s h o u l d  i n c l u d e  
n u m e r i c a l / s t a t i s t i c a l  d a t a  t o  s u p p o r t  c l a i m s  m a d e .  M S U ' s  I n s t i t u t i o n a l  R e s e a r c h  O f f i c e  w i l l  
p r o v i d e  a p p r o p r i a t e  d a t a  a n d  d e p a r t m e n t s  m a y  r e q u e s t  a d d i t i o n a l  d a t a .  
T h e  c o m p l e t e d  s e l f - s t u d y  i s  t o  b e  s u b m i t t e d  t o  t h e  D e a n  f o r  r e v i e w  a n d  c o m m e n t  b e f o r e  i t  i s  
s e n t  t o  t h e  e x t e r n a l  c o n s u l t a n t .  W h e n  t h e  s e l f - s t u d y  r e p o r t  i s  a c c e p t a b l e  t o  t h e  D e a n ,  i t  i s  
s e n t  t o  t h e  e x t e r n a l  c o n s u l t a n t  a n d  t o  A c a d e m i c  A f f a i r s .  
T h e  P r o g r a m  S e l f - S t u d y  R e p o r t :  T h e  s e l f - s t u d y  r e p o r t  s h o u l d  b e  b r i e f ,  c o n c i s e ,  a n d  n o  m o r e  
t h a n  2 0  s i n g l e - s p a c e d  p a g e s  i n  l e n g t h .  I t  s h o u l d  u s e  t h e  f o l l o w i n g  o u t l i n e  a s  a  g u i d e .  
A .  I n t r o d u c t i o n  
•  b r i e f  p r o g r a m  h i s t o r y ;  
•  r e l a t i o n s h i p  w i t h  o t h e r  a c a d e m i c  u n i t s ;  
•  a  c l e a r  s t a t e m e n t  o f  c h a n g e s  t h a t  h a v e  o c c u r r e d  i n  r e s p o n s e  t o  
r e c o m m e n d a t i o n s  f r o m  t h e  l a s t  r e v i e w ,  a n d ,  w h e r e  a p p r o p r i a t e ,  
r e c o m m e n d a t i o n s  i n d e p e n d e n t  o f  t h e  r e v i e w .  
B .  C u r r i c u l u m  
•  p r o g r a m  o b j e c t i v e s ;  
•  c u r r i c u l a r  r e q u i r e m e n t s ;  .  
•  e v i d e n c e  t h a t  t h e  c u r r i c u l a r  q u a l i t y  i s  a s  s t r o n g  a s ,  o r  s t r o n g e r  t h a n ,  
s i m i l a r  p r o g r a m s  i n  t h e  s t a t e  a n d  n a t i o n ;  
•  s u m m a r y  t a b l e  l i s t i n g  t h e  c o u r s e s  a n d  t h e  t e r m s / s e s s i o n s  o f f e r e d  s i n c e  
t h e  l a s t  r e v i e w ;  
•  e v i d e n c e  c o r r e l a t i n g  t h e  a s s e s s m e n t  o f  s t u d e n t  l e a r n i n g  o u t c o m e s  t o  
p r o g r a m  o b j e c t i v e s  a n d  c h a n g e s  m a d e  a s  a  r e s u l t ;  
•  s e r v i c e  t o  o t h e r  p r o g r a m s  o r  f u n c t i o n s  a t  M S U ;  
•  d u p l i c a t i o n  o f w o r k  i n  t h e  p r o g r a m  w i t h  w o r k  i n  o t h e r  p r o g r a m s  o r  
d e p a r t m e n t s  a n d  s u g g e s t  m o d i f i c a t i o n s  t o  r e d u c e  d u p l i c a t i o n ;  
•  m e t h o d s  o f  a s s e s s i n g  t e a c h i n g  e f f e c t i v e n e s s ;  
•  c o o p e r a t i v e  e f f o r t s  t o  e n s u r e  q u a l i t y  f o r  p r o g r a m  c o u r s e  r e q u i r e m e n t s  
o u t s i d e  t h e  d e p a r t m e n t .  
6 0  
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C. Students 
• summarize and evaluate current student demand and projected 
enrollment for the program: · 
• summarize and evaluate student satisfaction with the program learning 
expenence; 
• enrollment objectives; 
• summarize and evaluate satisfactory placement of graduates (graduate 
school, jobs); 
D. Faculty 
• verify that the faculty are qualified to teach the curriculum; 
• verify that the faculty have maintained an active professional 
development process; 
• provide evidence that the faculty are actively engaged in their discipline; 
• provide evidence of faculty scholarship; including the scholarship of 
pedagogy; 
• verify that the program has an adequate number of qualified faculty to 
meet student demand; 
• verify that teaching loads are not excessive; 
E. Service 
• provide· evidence that the program contributes to the mission and 
planning priorities ofMSU 
• provide evidence that the program provides important _service to the 
community; 
F. Resources 
• describe the adequacy of physical facilities and space assigned to the 
program; 
• verify that the program is provided adequate operating budgets for 
supplies, equipment and library resources; 
• describe resource limitations to program growth; 
• provide a list of anticipated retirements or other position vacancies 
during the next six years; 
• assume no changes in resources for this program during the next six 
years; describe internal changes in budget use that would most improve 
program quality; · 
• assume the addition of one new position for the program; describe the 
most significant changes that would arise from this increase in resources; 
• assume the loss of one position from the program; describe the most 
significant changes that would rise from this decrease in resources; 
G. Integrity 
• describe and address program conformity with FERP A; 
• review and suggest changes in occupational information provided to 
students in program; 
61 
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•  r e v i e w  a n d  s u g g e s t  c h a n g e s  i n  i n f o r m a t i o n  g i v e n  t o  p r o s p e c t i v e  s t u d e n t s ;  
•  d e s c r i b e  h o w  t h e  p r o f e s s i o n a l  e t h i c s  o f  t h e  d i s c i p l i n e / p r o f e s s i o n  a r e  
a r t i c u l a t e d ,  c o m m u n i c a t e d ,  a n d  e n c o u r a g e d  a m o n g  s t u d e n t s  i n  p r o g r a m ;  
H .  O t h e r  I n f o r m a t i o n  
•  o t h e r  i n f o r m a t i o n  n o t  m e n t i o n e d  a b o v e  
T h e  C o n s u l t a n t ' s  V i s i t  
1 .  E a r l y  i n  t h e  p l a n n i n g  p r o c e s s ,  a  d a t e  f o r  t h e  c a m p u s  v i s i t  s h o u l d  b e  e s t a b l i s h e d  w i t h  
t h e  c o n s u l t a n t  a n d  a p p r o v e d  b y  t h e  D e a n .  A  b u d g e t  s h o u l d  b e  d e v e l o p e d  s h o w i n g  
c o n s u l t a n t  e x p e n s e s ,  h o n o r a r i u m ,  a n d  a n y  o t h e r  e x p e n d i t u r e s  n e c e s s a r y  t o  c o m p l e t e  
t h e  r e v i e w .  T y p i c a l l y ,  t h e  b u d g e t  f o r  t h e  r e v i e w  i s  $ 1 , 1 5 0  f o r  d e p a r t m e n t s  a n d  $ 8 5 0  
f o r  p r o g r a m s .  
2 .  T h e  n a m e ,  h o m e  a d d r e s s ,  a n d  s o c i a l  s e c u r i t y  n u m b e r  o f  t h e  C o n s u l t a n t ;  c u r r e n t  v i t a ;  
d a t e s  o f  t h e  v i s i t ;  a n d  b u d g e t  a r e  f o r w a r d e d  t o  A c a d e m i c  A f f a i r s ,  t o  i s s u e  a  f o r m a l  
c o n t r a c t  t o  t h e  C o n s u l t a n t .  
3 .  A t  l e a s t  t h r e e  w e e k s  p r i o r  t o  t h e  s c h e d u l e d  v i s i t ,  t h e  s e l f - s t u d y  c o o r d i n a t o r  w i l l  
p r e p a r e  a  s c h e d u l e  f o r  t h e  v i s i t ,  i n  c o n s u l t a t i o n  w i t h  t h e  C o n s u l t a n t  a n d  t h e  D e a n .  
C o n s u l t a n t s  a r e  t y p i c a l l y  o n  c a m p u s  f o r  o n e  o r  t w o  d a y s .  A s  a  m i n i m u m ,  t h e  
C o n s u l t a n t  m u s t  m e e t  w i t h  t h e  s e l f - s t u d y  c o m m i t t e e  a n d  d e p a r t m e n t  f a c u l t y ,  s t u d e n t s ,  
t h e  D e a n ,  a n d  t h e  A c a d e m i c  V i c e  P r e s i d e n t .  I f  p o s s i b l e ,  t h e  C o n s u l t a n t  s h o u l d  a l s o  
m e e t  w i t h  t h e  P r e s i d e n t .  T h e  C o n s u l t a n t  m a y  r e q u e s t  t o  m e e t  w i t h  o t h e r  g r o u p s ,  a s  
w e l l .  A n  e x i t  i n t e r v i e w  m u s t  b e  s c h e d u l e d  a t  t h e  e n d  o f  t h e  t i m e  o n  c a m p u s  s o  t h a t  
t h e  D e a n  ( a n d  V i c e  P r e s i d e n t ,  i f  a v a i l a b l e )  c a n  b e  g i v e n  f e e d b a c k  a n d  m a k e  
c l a r i f i c a t i o n s ,  a s  nec~ssary. 
4 .  T h e  C o n s u l t a n t  s h o u l d  r e c e i v e  a  c o p y  o f  t h e  s e l f - s t u d y  a n d  t h e  o n - c a m p u s  s c h e d u l e  
i n  a d v a n c e  o f  t h e  v i s i t .  
5 .  T h e  d e p a r t m e n t  w i l l  m a k e  t h e  n e c e s s a r y  s o c i a l  a r r a n g e m e n t s  a n d  t a k e  c a r e  o f  
l o g i s t i c s  s u c h  a s  h o u s i n g  a n d  t r a n s p o r t a t i o n  t o  a n d  f r o m  t h e  a i r p o r t .  
6 .  T h e  C o n s u l t a n t  m a y  s u b m i t  a n  e x p e n s e  v o u c h e r  d u r i n g  t h e  c a m p u s  v i s i t  o r  a f t e r  t h e  
v i s i t .  R e c e i p t s  f o r  t r a v e l  a n d  l o d g i n g  a r e  r e q u i r e d .  M e a l s  a r e  r e i m b u r s e d  a t  s t a n d a r d  
u n i v e r s i t y  r a t e s .  T h e  C o n s u l t a n t  s h o u l d  p a y  f o r  h i s  o r  h e r  m e a l  e x p e n s e s  a n d  s u b m i t  
t h e m  f o r  r e i m b u r s e m e n t  r a t h e r  t h a n  m a k i n g  d i r e c t  c h a r g e s  t o  t h e  u n i v e r s i t y .  T h e  
u n i v e r s i t y  w i l l  n o t  p a y  f o r  t h e  m e a l  e x p e n s e s  o f  d e p a r t m e n t  o r  c o m m i t t e e  m e m b e r s  
f r o m  p r o g r a m  r e v i e w  f u n d s ,  u n l e s s  p r i o r  a p p r o v a l  i s  o b t a i n e d  f r o m  t h e  D e a n  a n d  t h e  
A c a d e m i c  A f f a i r s  O f f i c e .  
7 .  T h e  C o n s u l t a n t  m u s t  s u b m i t  a  w r i t t e n  r e p o r t  t o  t h e  D e a n .  I f  t h e  D e a n  f i n d s  t h e  r e p o r t  
a c c e p t a b l e ,  h e  o r  s h e  w i l l  a u t h o r i z e  t h e  A s s o c i a t e  v i c e  P r e s i d e n t  o f  A c a d e m i c  A f f a i r s  
t o  a p p r o v e  p a y m e n t  o f  t h e  h o n o r a r i u m .  
8 .  C o p i e s  o f  t h e  f i n a l  r e p o r t  a r e  d i s t r i b u t e d  t o  t h e  d e p a r t m e n t  o r  p r o g r a m ,  t h e  D e a n ,  a n d  
t h e  A c a d e m i c  V i c e  P r e s i d e n t .  
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Consultant's Report and Questionnaire 
General Questions to Be Completed by the External Reviewer of the Undergraduate 
Program 
In addition to the following numbered questions, which require both a nominal response 
and a narrative justification of that response, the report will assess the quality of the 
program by providing a narrative commentary on each of the following: 
• Articulation and attainment of student learning outcomes of the program. 
• Adequacy of the program assessment plan 
• Proposed plans for the future. 
• The relation of the program to other units, relative to their service mission. 
• Strengths and weaknesses of the program. 
• Opportunities for improving the program with existing resources. 
• Strengths and weaknesses of the program faculty. 
• Strengths and weaknesses of the research and scholarly activity of the program 
faculty. 
• Staff and workload issues. 
• Adequacy of supporting services. 
• Effectiveness ofthe program in meeting University and College mission and 
goals. 
Note to Reviewers: Each ofthe following questions requires both a nominal response and 
a narrative justification of that response. 
Q-1 To what degree has the department or program clearly articulated its educational 
goals and objectives for majors/minors in its self-study document? 
1 HIGH 2MEDIUM 3LOW 4NONE 
Reviewer's comments. 
Q-2 Does the department or program meet generally accepted standards for its 
discipline? (refer to national standards, not other students or departments) 
1 YES . 2NO 
Please comment on your answer. 
Q-3 Compared to students who pursue degrees from similar departments or programs in 
other comparable universities, how would you rate the students in this department or 
programs on the following items? 
a. Disciplinary knowledge 1. ABOVE AVERAGE 
2.AVERAGE 
3. BELOW AVERAGE 
4. UNABLE TO DETERMINE 
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b .  
G e n e r a l  a c a d e m i c  q u a l i t y  
R e v i e w e r ' s  c o m m e n t s .  
1 .  A B O V E  A V E R A G E  
2 . A V E R A G E  
3 .  B E L O W  A V E R A G E  
4 .  U N A B L E  T O  D E T E R M I N E  
Q - 4  A t  w h a t  l e v e l  w o u l d  y o u  e s t i m a t e  t h e  q u a l i t y  o f t e a c h i n g  i n  t h i s  d e p a r t m e n t  o r  
p r o g r a m  i s  c o m p a r e d  t o  t e a c h i n g  i n  o t h e r  s i m i l a r  d e p a r t m e n t s  o r  p r o g r a m s ?  
1  A B O V E  A V E R A G E  2 A V E R A G E  3  B E L O W  A V E R A G E  
R e v i e w e r ' s  c o m m e n t s .  
Q - 5  A t  w h a t  l e v e l  w o u l d  y o u  e s t i m a t e  t h e  q u a l i t y  o f  a d v i s i n g  i n  t h i s  d e p a r t m e n t  o r  
p r o g r a m  i s  c o m p a r e d  t o  a d v i s i n g  i n  o t h e r  s i m i l a r  d e p a r t m e n t s  o r  p r o g r a m s ?  
1  A B O V E  A V E R A G E  2 A V E R A G E  
3  B E L O W  A V E R A G E  
R e v i e w e r ' s  c o m m e n t s  
Q - 6  C o m p a r e d  t o  f a c u l t y  f r o m  s i m i l a r  d e p a r t m e n t s  o r  p r o g r a m s  i n  o t h e r  u n i v e r s i t i e s ,  
h o w  w o u l d  y o u  r a t e  t h e  f a c u l t y  i n  t h i s  d e p a r t m e n t  o r  p r o g r a m  o n  t h e  f o l l o w i n g  
i t e m s ?  
a .  A t t a i n m e n t  oftermin~l d e g r e e s  
b .  P u r s u i t  o f  r e s e a r c h ,  s c h o l a r l y  a n d / o r  
c r e a t i v e  a c t i v i t i e s .  
c .  C o n t r i b u t i o n  t o  s t u d e n t  g r o w t h  a n d  
u n d e r s t a n d i n g .  
d .  C o n t r i b u t i o n  t o  l i b e r a l  e d u c a t i o n  
e .  C o n t r i b u t i o n  t o  u n i v e r s i t y  s e r v i c e /  
c o m m u n i t y  s e r v i c e  
1 .  A B O V E  A V E R A G E  
2 . A V E R A G E  
3 .  B E L O W  A V E R A G E  
1 .  A B O V E  A V E R A G E  
2 . A V E R A G E  
3 .  B E L O W  A V E R A G E  
1 .  A B O V E  A V E R A G E  
2 . A V E R A G E  
3 .  B E L O W  A V E R A G E  
1 .  A B O V E  A V E R A G E  
2 . A V E R A G E  
3 .  B E L O W  A V E R A G E  
4 .  N O T  A P P L I C A B L E  T O  T H I S  
P R O G R A M  
1 .  A B O V E  A V E R A G E  
2 . A V E R A G E  
3 .  B E L O W  A V E R A G E  
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Reviewer's comments. 
Q-7 Based on data provided in the self-study related to the student outcomes selected by 
the department or program for assessment, how highly would you rate this 
department or program compared to similar departments or programs in the discipline 
on its student learning outcomes? 
Please comment. 
1. ABOVE AVERAGE 
2.AVERAGE 
3. BELOW AVERAGE 
Q-8 How could the curriculum of this department or program be improved over the next 
five years, and what actions would be required to accomplish that improvement given 
current levels of resources? Please be as specific as possible by commenting on 
library resources, facilities, technology, and staffing. 
Q-9 If appropriate, please comment on the nature and quality of departmental or program 
offerings in on and off campus electronic and distance education formats. In 
particular, this item should include instructional television, Internet technology, 
external studies, and other courses. 
Q-1 0 If appropriate, please comment on the nature and quality of departmental or 
program offerings of internships, student teaching, or other workplace experiences 
that are part of the curriculum. 
Q-11 Where relevant: Based on information provided in the self-study document, and 
interviews with administrators, students and faculty, what is your opinion of the 
appropriateness of department or program admission standards and procedures? 
a. Admission standards 1. Very Appropriate 
2. Somewhat Appropriate 
3. Somewhat Inappropriate 
4. Very Inappropriate 
b. Adequacy of procedures 1. Very Appropriate 
2. Somewhat Appropriate 
3. Somewhat Inappropriate 
4. Very Inappropriate 
Q-12 Based on information provided in the self-study document and compared to other 
departments and programs in similar universities, how would you assess the quality 
of this department or program on the following items? (If no information is supplied, 
circle DNA.) 
a. Student performance on 
standardized tests 
1 EXCELLENT 2 VERY GOOD 3 AVERAGE 
4 POOR 5 VERY POOR 6 DNA 
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b .  A l u m n i / e m p l o y e r  
s a t i s f a c t i o n  
c .  S t u d e n t  a n d  a l u m n i  
a c h i e v e m e n t s  
P l e a s e  c o m m e n t  o n  y o u r  a n s w e r s .  
1  E X C E L L E N T  2  V E R Y  G O O D  3  A V E R A G E  
4  P O O R  5  V E R Y  P O O R  6  D N A  
1  E X C E L L E N T  2  V E R Y  G O O D  3  A V E R A G E  
4  P O O R  5  V E R Y  P O O R  6  D N A  
P o s t  R e v i e w  A c t i v i t i e s  
1 .  T h e  d e p a r t m e n t  w i l l  p r e p a r e  a  b r i e f  w r i t t e n  r e s p o n s e  t o  t h e  C o n s u l t a n t ' s  r e p o r t  a n d  w i l l  
s u b m i t  i t  t o  t h e  D e a n .  T h i s  i n i t i a l  r e s p o n s e  s h o u l d  a d d r e s s  s t a t e m e n t s / r e c o m m e n d a t i o n s  
m a d e  b y  t h e  C o n s u l t a n t  a n d  s h o u l d  i n d i c a t e  t h e  l i k e l y  d i r e c t i o n  o f  t h e  p r o g r a m ' s  Q u a l i t y  
I m p r o v e m e n t  P l a n ,  i n c l u d i n g  p r o v i s i o n a l  s h o r t  a n d  l o n g - t e r m  g o a l s .  A  c o p y  o f  t h e  
r e s p o n s e  w i l l  b e  s e n t  t o  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s .  W i t h i n  t w o  m o n t h s  o f  
t h e  r e c e i p t  o f  t h e  r e s p o n s e ,  t h e  D e a n  w i l l  s c h e d u l e  a  m e e t i n g  w i t h  t h e  d e p a r t m e n t  a n d  
v i c e  p r e s i d e n t  t o  d i s c u s s  t h e  C o n s u l t a n t ' s  r e p o r t  a n d  t h e  d e p a r t m e n t ' s  r e s p o n s e .  
2 .  F o l l o w i n g  t h e  m e e t i n g  w i t h  t h e  D e a n ,  t h e  d e p a r t m e n t  w i l l  d e v e l o p  a  Q u a l i t y  
I m p r o v e m e n t  P l a n ,  c o n t a i n i n g  s i x - y e a r  g o a l s ,  a n d  t h e  d e p a r t m e n t a l  a s s e s s m e n t  p r o g r a m .  
T h i s  p l a n  s h o u l d  i n c o r p o r a t e  f e e d b a c k  f r o m  t h e  C o n s u l t a n t  t o  b e n e f i t  b o t h  t h e  p r o g n i m  
a n d  t h e  i n s t i t u t i o n .  T h e  p l a n  w i l l  i n c l u d e  a n d  s p e c i f y  m e t h o d s  f o r  a s s e s s i n g  w h e t h e r  t h e  
p l a n ' s  g o a l s  h a v e  b e e n  s u c c e s s f u l l y  c o m p l e t e d .  
3 .  U p o n  r e c e i p t  o f  t h e  Q u a l i t y  I m p r o v e m e n t  P l a n ,  t h e  D e a n  w i l l  i n d i c a t e  a g r e e m e n t ,  
f o r w a r d i n g  a  c o p y  o f  t h e  p l a n  t o  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s ,  o r  w i l l  
s u g g e s t  c h a n g e s  a n d  dir~ct t h e  d e p a r t m e n t  t o  m o d i f y  t h e  p l a n .  I f  d i r e c t e d  t o  m o d i f y  t h e  
p l a n ,  t h e  d e p a r t m e n t  w i l l  r e s p o n d  a n d  t h e  D e a n  w i l l  f o r w a r d  a  c o p y  t o  t h e  V i c e  
P r e s i d e n t .  
4 .  T h e  D e a n  i s  r e s p o n s i b l e  f o r  s e e i n g  t h a t  a n y  r e l e v a n t  r e c o m m e n d a t i o n s  o f  t h e  a p p r o v e d  
Q u a l i t y  I m p r o v e m e n t  P l a n  b e c o m e  e l e m e n t s  o f  t h e  C o l l e g e  S t r a t e g i c  P l a n .  
N o t e s :  
1 .  T h e  P r o g r a m  R e v i e w  p r o c e s s  a t  M S U  i s  o v e r s e e n  b y  t h e  A s s o c i a t e  A c a d e m i c  V i c e  
P r e s i d e n t .  
2 .  G r a d u a t e  P r o g r a m s  m u s t  f o l l o w  t h e  r e v i e w  g u i d e l i n e s  e s t a b l i s h e d  b y  t h e  G r a d u a t e  
C o u n c i l .  A  c o p y  i s  a t t a c h e d  i n  A p p e n d i x  C .  
3 .  A p p e n d i x  D  c o n t a i n s  c o p i e s  o f  t h e  C o n s u l t a n t  C o n t r a c t  a n d  V e n d o r  C e r t i f i c a t i o n  f o r m s .  
4 .  P a r t s  o f  t h i s  d o c u m e n t  h a v e  b e e n  a d a p t e d  f r o m  t h e  W i n o n a  S t a t e  U n i v e r s i t y  " P r o g r a m  
R e v i e w  T a s k  F o r c e "  ( S p r i n g  1 9 9 7 ) ,  w i t h  p e r m i s s i o n  f r o m  t h e  V i c e  P r e s i d e n t  f o r  
A c a d e m i c  A f f a i r s .  P a r t s  o f  t h i s  d o c u m e n t  h a v e  b e e n  a d a p t e d  f r o m  B e m i d j i  S t a t e  
U n i v e r s i t y  " P r o g r a m  R e v i e w  T a s k  F o r c e :  ( S p r i n g  1 9 9 7 ) ,  w i t h  p e r m i s s i o n  f r o m  t h e  V i c e  
P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s .  ·  
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5. Schedules for six-year reviews are prepared regularly. Copies may be obtained from the 
Academic Affairs Office or Academic Dean's Offices. [M&C 4/30/98] 
Appendix B. Categories for Uniform Collecting and Reporting of Data 
Relevant to Program Review 
1) Demographic Data-
a) List of faculty with highest degree and number of minority or female faculty. 
b) Total FTE Faculty with% full-time,% part-time,% tenured,% minority, %female. 
2) Enrollment Data- for each Department 
a) Declared ug majors . 
b) Declared ug minors (if we set up way for minors to be declared - now we know only 
when a student files for graduation) 
c) Declared grad majors 
d) Number of majors per FTE faculty 
e) Student demographics- for majors 
i) % American minority 
ii) %female 
iii) % international 
3) Productivity 
a) Credit-hour production 
i) Ug credits (on-campus) 
ii) Ug credits (off-campus) 
iii) Ug credits (continuing education) 
iv) Total ug credits 
v) Total g credits 
vi) Total summer session ug 
vii) Total summer session grad 
viii) CH per FTE faculty 
b) Degrees Granted 
i) Total ug degrees 
ii) Number ofteaching degrees granted (nonteaching is given by the difference) 
iii) Number of graduate degrees granted 
iv) Number oflicensure/certification programs completed 
c) Course Offerings 
i) Number of course sections (A Y) 
ii) Number of course sections - summer 
iii) Number of sections offered via distance education/lTV IWWW 
iv) Average class size: 
(1) Lower division 
(2) Upper division 
(3) Overall 
(4) Summer 
(5) Grad 
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v )  N u m b e r  o f  C o u r s e s  o f f e r e d  a s  S e r v i c e  i . e .  r e q u i r e d  b y  o t h e r  m a j o r s  
v i )  N u m b e r  o f  C o u r s e s  o f f e r e d  f o r  L i b e r a l  S t u d i e s  
d )  S c h o l a r l y  A c t i v i t y  
i )  L i s t  o f  B o o k s  a n d  M o n o g r a p h s  p u b l i s h e d  b y  f a c u l t y  
i i )  L i s t  o f  r e f e r e e d  p u b l i c a t i o n s - b y  f a c u l t y  
i i i )  L i s t  o f  n o n - r e f e r e e d  p u b l i c a t i o n s - b y  f a c u l t y  
i v )  L i s t  o f  c r e a t i v e  w o r k s / p r o j e c t s - b y  f a c u l t y  
v )  L i s t  o f  r e s e a r c h  g r a n t s  s u b m i t t e d - i n t e r n a l  a n d  e x t e r n a l - f a c u l t y  
v i )  L i s t  o f  r e s e a r c h  g r a n t s  f u n d s  a n d  d o l l a r  a m o u n t - f a c u l t y  
v i i )  L i s t  o f  p a p e r s ,  p r e s e n t a t i o n s  a u t h o r e d  o r  c o - a u t h o r e d  w i t h  s t u d e n t s  ( J A S  a d d e d )  
v i i i ) O t h e r  
4 )  P r o g r a m  E f f e c t i v e n e s s  
a )  G r a d u a t e d  S t u d e n t s  ( d a t a  t o  b e  i n c l u d e d  i f  c a n  b e  c o l l e c t e d  b y  t h e  U n i v e r s i t y )  
i )  N u m b e r  s a t i s f a c t o r i l y  e m p l o y e d  a f t e r  1 2  m o n t h s  
i i )  N u m b e r  s a t i s f a c t o r i l y  e m p l o y e d  a f t e r  5  y e a r s  
i i i )  N u m b e r  a d m i t t e d  t o  g r a d u a t e  s c h o o l s  
i v )  W h e r e  a p p r o p r i a t e ,  p a s s i n g  r a t e  o f  g r a d u a t e s  i n  l i c e n s u r e  e x a m s  
v )  W h e r e  a p p r o p r i a t e ,  G R E ,  G M A T ,  M C A T ,  L S A T  r e s u l t s  
b )  C u r r i c u l u m  
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i )  W h e r e  a p p r o p r i a t e ,  %  o r  n u m b e r  o f  g r a d u a t e s  c o m p l e t i n g  s e n i o r  p r o j e c t  o r  c a p s t o n e  
i i )  W h e r e  a p p r o p r i a t e ,  %  o r  n u m b e r  o f  g r a d u a t e s  w r i t i n g  a  m a j o r  r e s e a r c h  r e p o r t  
i i i )  W h e r e  a p p r o p r i a t e ,  %  o r  n u m b e r  o f  g r a d u a t e s  i n v o l v e d  i n  u g  r e s e a r c h  
i v )  W h e r e  a p p r o p r i a t e , %  o r  n u m b e r  o f  g r a d u a t e s  w h o  h a v e  b e e n  i n v o l v e d  i n  i n t e r n s h i p s ,  
p r a c t i c a ,  i n d i v i d u a l  s t u d i e s .  
c )  A d v i s i n g  
i )  A v e r a g e  n u m b e r  o f u g  a d v i s e e s  p e r  f a c u l t y  F T E  
i i )  A v e r a g e  n u m b e r  o f  g r a d u a t e  a d  v i  s e e s  p e r  f a c u l t y  F T E  
i i i )  N u m b e r  o f  g r a d u a t e  r e s e a r c h  p a p e r s ,  t h e s e s  o r  f i n a l  p r o j e c t s  s u p e r v i s e d .  
5 )  F i n a n c e s  
a )  P r o g r a m  E f f i c i e n c y  
i )  D i r e c t  i n s t r u c t i o n a l  c o s t  p e r  s t u d e n t  F T E  
(  1 )  L o w e r  d i v i s i o n  
( 2 )  U p p e r  d i v i s i o n  
( 3 )  G r a d u a t e  
( 4 )  S u m m e r  
i i )  P r o g r a m  S u p p l y  a n d  E q u i p m e n t  B u d g e t s ( F Y )  
(  1 )  S & E  d o l l a r s  p e r  s t u d e n t  F T E  
( 2 )  S & E  d o l l a r s  p e r  f a c u l t y  F T E  
( 3 )  L i b r a r y  d o l l a r s  p e r  s t u d e n t  F T E  
( 4 )  L i b r a r y  d o l l a r s  p e r  f a c u l t y  F T E  
( 5 )  C a p i t a l  E q u i p m e n t  d o l l a r s  p e r  s t u d e n t  F T E  
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STUDENT ABSENCES 
Students Are expected to attend all class meetings unless they are ill or officially excused as the 
result of participation in a college function. However, faculty members may or may not take roll 
in their classes, and they may or may not lower the marks of students for the sole reason of 
unexcused absences. If a faculty member has a practice of penalizing for nonattendance, he/she 
must (a) announce the policy regarding the penalty for nonattendance at the first class meeting of 
the term, (b) not penalize the student for nonattendance unless the student is absent without 
official excuse more class periods during the term than the number of periods the class meets 
each week (or more than two class periods during a summer session), and (c) submit in writing to 
the Vice President for Academic Affairs the explicit policy statement. 
In cases of individual absence due to health, emergencies ox:- military obligation, the student must 
notify his/her faculty instructors. Each faculty member will determine the appropriateness of the 
absence and all work to be made up and any effect on the course grade. 
When an official university activity conflicts with scheduled classes, ~tudents participating in the 
official activity will be regarded as excused. Within the limits of feasibility, an excused absence 
assures a student of the right to make up the missed class requirement. The nature, time and 
place of the make-up work is at the discretion ofthe instructor. Official university events are 
those that are approved by the appropriate dean or vice president. Lists of participating students 
should be distributed at least two weeks prior to the activity. · 
Students wishing to appeal academic decisions or policies may do so by appealing in writing to 
·the Academic Appeals Committee (Owens 206). [M&C 5/15/92] 
STUDENT CONDUCT CODE 
The official university conduct statement sets forth conduct standards, examples of violating 
acts, probable sanctions that may be expected and the procedure to be followed when the policy 
is violated. See the Student Handbook for .the Conduct Statement of the University or contact 
Kathy Scott, Student Union 222, phone 236-2174. · [M&C 5/15/92] 
SUSPENSION POLICY- ACADEMIC 
Moorhead State University's suspension policy requires students to achieve the following 
cumulative grade point averages at the points indicated: 
12 or more attempted credits, including at least 12 credits with grades other than "S" -- 1.601 
40 or more attempted credits-- 1.90 
72 or more attempted credits -- 2.00 
1Because New Center students often take only MDS courses their first few terms and MDS 
courses yield no grade points, New Center students are not placed on academic probation until 
they have enrolled for at least 12 credits of graded (non New Center) courses. A complete 
explanation of satisfactory academic progress rules for New Center students is available in the 
New Center for Multidisciplinary Studies Student Handbook. 
. .  
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A t t e m p t e d  c r e d i t s  i n c l u d e  a l l  c o u r s e s  o n  t h e  s t u d e n t ' s  r e c o r d ,  i n c l u d i n g  w i t h d r a w a l s ,  r e p e a t e d  
c o u r s e s ,  a n d  i n c o m p l e t e s .  T r a n s f e r  c r e d i t s  a r e  i n c l u d e d  i n  t h e  a t t e m p t e d  c r e d i t  n u m b e r ,  b u t  o n l y  
M o o r h e a d  S t a t e  c o u r s e s  a r e  c o m p u t e d  i n  t h e  s t u d e n t ' s  G P  A .  
A  s t u d e n t  w h o  f a l l s  b e l o w  t h e s e  s t a n d a r d s  i s  o n  a c a d e m i c  p r o b a t i o n ;  i . e . ,  c o u l d  b e  s u s p e n d e d  a t  
t h e  e n d  o f  t h e  c u r r e n t  t e r m .  A l l  s t u d e n t s  o n  a c a d e m i c  p r o b a t i o n  a r e  i m m e d i a t e l y  n o t i f i e d  o f  t h e i r  
s t a t u s  o n  t h e i r  g r a d e  r e p o r t s .  T h e y  a l s o  r e c e i v e  l e t t e r s  e x p l a i n i n g  M S U ' s  s u s p e n s i o n  p o l i c y ,  
s p e c i f y i n g  w h a t  t h e y  m u s t  a c h i e v e  t o  c o n t i n u e  e n r o l l m e n t  a f t e r  t h e  e n d  o f  t h e  c u r r e n t  t e r m .  
S t u d e n t s  o n  a c a d e m i c  p r o b a t i o n  m a y  n o t  p r e - r e g i s t e r  f o r  t h e  n e x t  t e r m .  
S t u d e n t s  w h o  a r e  o n  a c a d e m i c  p r o b a t i o n  a r e  e l i g i b l e  t o  c o n t i n u e  e n r o l l m e n t  a t  M S U  b e y o n d  t h e  
c u r r e n t  t e r m  i f  t h e y  e i t h e r  ( 1 )  r a i s e  t h e i r  c u m u l a t i v e  G P A  t o  t h e  a p p r o p r i a t e  m i n i m u m  b y  t h e  e n d  
o f  t h e  t e r m ,  o r  ( 2 )  a t t a i n  a  G P  A  o f  2 . 0  f o r  t h e  t e r m .  
S t u d e n t s  o n  a c a d e m i c  p r o b a t i o n  w h o  d o  n o t  f u l f i l l  e i t h e r  o f  t h e s e  r e q u i r e m e n t s  a r e  s u s p e n d e d  f o r  
o n e  a c a d e m i c  s e m e s t e r .  A  s e c o n d  s u s p e n s i o n  w i l l  b e  f o r  o n e  c a l e n d a r  y e a r ;  t h i r d  a n d  s u b s e q u e n t  
s u s p e n s i o n s  w i l l  b e  f o r  t w o  c a l e n d a r  y e a r s .  S t u d e n t s  m a y  a p p e a l  t o  t h e  F i n a n c i a l  
A i d / S u s p e n s i o n  A p p e a l s  C o m m i t t e e  f o r  r e i n s t a t e m e n t  b e f o r e  t h e  s u s p e n s i o n  i s  c o m p l e t e d .  
[ M & C  4 / 3 0 / 9 8 ]  
S Y L L A B U S  
E a c h  c o l l e g e  a n d  u n i v e r s i t y  s h a l l  e s t a b l i s h  i n s t i t u t i o n a l  p r o c e d u r e s ,  w h i c h  a s s u m e  t h a t  e a c h  
s t u d e n t  e n r o l l e d  i n  a  c o u r s e  s h a l l  b e  p r o v i d e d  a  c o u r s e  s y l l a b u s  w i t h i n  a  m a x i m u m  o f  o n e  w e e k  
f r o m  t h e  f i r s t  c l a s s  m e e t i n g .  W h e n  c o u r s e s  a r e  o f f e r e d  i n  a  c o n d e n s e d  f o r m a t ,  t h e  t i m e  f r a m e  f o r  
d i s t r i b u t i o n  o f  t h e  s y l l a b u s  s h a l l  b e  a d j u s t e d  a c c o r d i n g l y .  
[ M n S C U  p o l i c y  3 . 2 2 ,  a p p r o v a l 6 - 1 7 - 9 8 ]  
U N I V E R S I T Y  S T U D I E S  D E G R E E  
T h e  B a c h e l o r  o f  S c i e n c e  i n  U n i v e r s i t y  S t u d i e s  i s  i n t e n d e d  f o r  t w o  g r o u p s  o f  s t u d e n t s :  t h o s e  w h o  
w i s h  t o  c o m p l e t e  a  g e n e r a l i s t  d e g r e e  a n d  t h o s e  w h o s e  g o a l s  h a v e  c h a n g e d  a n d  w h o  n o  l o n g e r  
w a n t  o r  a r e  u n a b l e  t o  c o m p l e t e  t h e i r  o r i g i n a l  m a j o r .  
R e q u i r e m e n t s  
4 5  c r e d i t s  
3 6  c r e d i t s  
2 1  c r e d i t s  
2 8  c r e d i t s  
1 2 8  c r e d i t s  
M S U  L i b e r a l  S t u d i e s  r e q u i r e m e n t s  
A  p a r t i a l  m a j o r  p r o g r a m .  o r  r u b r i c  
A d d i t i o n a l  s i n g l e  r u b r i c  c o u r s e  w o r k  o r  a n  a r e a  o f  c o n c e n t r a t i o n  
F r e e  e l e c t i v e s  
•  T h i r t y  c r e d i t s ,  a n d ,  b e g i n n i n g  F a l l  s e m e s t e r  1 9 9 8 , 4 3  s e m e s t e r  c r e d i t s  o f t h e  d e g r e e  
p r o g r a m  m u s t  b e  a t  t h e  3 0 0 - 4 0 0  l e v e l s .  
•  T h i r t y  o f  t h e  l a s t  6 4  c r e d i t s  a n d  8  o f  t h e  l a s t  1 2 .  c r e d i t s  m u s t  b e  e a r n e d  a t  M S U .  
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• This major may be declared as late as the semester prior to graduation, but not before 
attaining junior standing. 
• Both the partial major or rubric and the additional single rubric or concentration must 
include courses with at least a 2.0 GP A. 
UPPER LEVEL WRITING REQUIREMENT 
All students must complete an upper division writing requirement, as determined by the 
academic department which confers the degree. 
Suggested ways to meet this requirement include: 
1. identification of required course/courses within the major or program as writing-
intensive; 
2. identification of required course/courses outside the major or programs writing-
intensive; 
3. identification of a cluster of courses within the major or program that incorporates an 
intensive writing component; 
4. use of a variable credit option for courses within a major or program; 
5. use of a portfolio containing writing samples from upper division courses in the major 
or program, demonstrating a student's proficiency. 
Since students have ample opportunity before the capstone course to develop their writing skills, 
the capstone course would not solely fulfill the upper division writing requirement. 
[APAC 10/18/94 & VP Midgardenmemo 10/4/95] 
WITHDRAWAL FROM ENROLLMENT 
To withdraw from all enrolled courses, a student must complete the Student Withdrawal form 
available from the Counseling Center, Records Office, Business Office, Financial Aids Office, or. 
Academic Affairs Office. A student who withdraws without following this procedure will 
receive a grade of"F" in· each course. 
"W" grades cannot be granted if the withdrawal takes place later than the normal withdrawal 
deadline of the term. To receive a grade of"W" after the withdrawal deadline, the student must 
file an academic appeal indicating special circumstances and have the appeal granted. If an 
emergency develops after the normal withdrawal deadline, the chair of the Academic Appeals 
Committee is empowered to allow immediate withdrawal without grade consequences. 
Any refund of tuition or fees will be according to the schedule given under "Refund of 
Payments." [APAC 11/5/96] 
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W O R K S H O P S  
P r o c e d u r e :  S u g g e s t i o n s  f o r  c u r r i c u l a  m a y  b e  i n t r o d u c e d  b y  e i t h e r  a n  a c a d e m i c  d e p a r t m e n t  o r  
p r o g r a m ,  o r  a  d e a n ,  a n d  w i l l  b e  c o n s i d e r e d  i n  a c c o r d a n c e  w i t h  e a c h  u n i v e r s i t y ' s  e s t a b l i s h e d  
p r o c e d u r e  f o r  c u r r i c u l a r  r e v i s i o n .  I n  t h e  c a s e  o f  i n d i v i d u a l  i n - s e r v i c e  c o u r s e s ,  s e m i n a r s ,  
w o r k s h o p s  o r  s i m i l a r  k i n d s  o f l e a r n i n g  e x p e r i e n c e s  w h i c h  a r e  i n t e n d e d  t o  m e e t  t h e  n e e d s  o f  
p a r t i c u l a r  p r o f e s s i o n a l  c l i e n t e l e ,  t h e  a p p r o p r i a t e  d e a n  s h a l l ,  u p o n  d e s i g n a t i o n  b y  t h e  a c a d e m i c  
v i c e  p r e s i d e n t ,  b e  r e s p o n s i b l e  f o r  a u t h o r i z i n g  s u c h  o f f e r i n g s .  T h e  d e a n  s h a l l  i n s u r e  t h a t  
r e p r e s e n t a t i v e  c l i e n t e l e  t o  b e  s e r v e d  b y  t h e  c o u r s e ( s )  h a v e  b e e n  c o n s u l t e d .  
6 8 d  
C r i t e r i a  f o r  A s s i g n i n g  C r e d i t :  E a c h  s t a t e  u n i v e r s i t y  s h a l l  a p p l y  t h e  f o l l o w i n g  c r i t e r i a  i n  
d e t e r m i n i n g  t h e  c r e d i t  v a l u e  o f  a n y  g r a d u a t e  o r  u n d e r g r a d u a t e  w o r k s h o p ,  c l i n i c ,  e d u c a t i o n a l  t o u r ,  
o r  o t h e r  s i m i l a r  e d u c a t i o n a l  e x p e r i e n c e :  
- A  m i n i m u m  o f  e i g h t e e n  t e a c h e r  c o n t a c t  h o u r s  s h a l l  b e  r e q u i r e d  f o r  e a c h  c r e d i t  h o u r  o f f e r e d .  
- A  m a x i m u m  o f  o n e  c r e d i t  w i l l  b e  a p p r o v e d  o v e r  o n e  c a l e n d a r  w e e k  o f  c l a s s  t i m e  ( f i v e  t o  s e v e n  
d a y s ) .  
- A  m a x i m u m  o f  t w o  c r e d i t s  w i l l  b e  a p p r o v e d  o v e r  t w o  c a l e n d a r  w e e k s  o f  c l a s s  t i m e .  
- A  m a x i m u m  o f  o n e  c r e d i t  m a y  b e  a p p r o v e d  f o r  e a c h  t h r e e  d a y s  o f  c l a s s  t i m e .  
- C r e d i t  c o u r s e s  e x t e n d i n g  b e y o n d  a  t w o  c a l e n d a r  w e e k  p e r i o d  o f  c l a s s  t i m e  w i l l  b e  s u b j e c t  
t o  t h e  s a m e  c o n t a c t  h o u r  r e q u i r e m e n t s  a s  c o u r s e s  o f f e r e d  d u r i n g  t h e  r e g u l a r  a c a d e m i c  y e a r .  
T h e  f o l l o w i n g  p r a c t i c e s  a n d  p o l i c i e s  a r e  t o  b e  u s e d  a t  M o o r h e a d  S t a t e  U n i v e r s i t y :  
1 .  W o r k s h o p s  a r e  o f f e r e d  u n d e r  t h e  r u b r i c  o f  t h e  s p o n s o r i n g  d e p a r t m e n t  w i t h  t h e  n u m b e r s  
1 9 9 , 2 9 9 , 3 9 9 , 4 9 9 , 5 9 9 , 6 9 9 , o r 7 9 9 .  
2 .  W o r k s h o p s  o f f e r e d  f o r .  b o t h  u n d e r g r a d u a t e  a n d  g r a d u a t e  c r e d i t  (  4 9 9  a n d  5 9 9  i n  o n e  
o f f e r i n g )  n e e d  t o  d i f f e r e n t i a t e  a s s i g n m e n t s  a n d  l e v e l  o f  a c h i e v e m e n t  r e q u i r e d  f o r  g r a d u a t e  
c r e d i t  t o  b e  a w a r d e d .  
3 .  W o r k s h o p s  a r e  m e a n t  t o  b e  " s e l f - s u s t a i n i n g , "  a n d ,  i n  o r d e r  t o  w o r k  w i t h  e x p e n s e s  
c o n n e c t e d  w i t h  t h e i r  o f f e r i n g ,  m a y  c h a r g e  f e e s  i n  a d d i t i o n  t o  s t a n d a r d  t u i t i o n  a n d  f e e s .  T h e  
b u d g e t  i s  t o  b e  s e t  i n  c o n s u l t a t i o n  b e t w e e n  t h e  o f f e r i n g  d e p a r t m e n t  a n d  t h e  r e s p o n s i b l e  
a d m i n i s t r a t o r .  L o w  e n r o l l m e n t  w o r k s h o p s  m a y  r e s u l t  i n  a  p r o - r a t i n g  o f  t h e  i n s t r u c t o r ' s  
s a l a r y .  
4 .  G r a d u a t e  s t u d e n t s  m a y  u s e  a  m a x i m u m  o f  s i x  c r e d i t s  e a r n e d  i n  a  w o r k s h o p  f o r m a t  i n  a  
g r a d u a t e  d e g r e e  p r o g r a m ,  s u b j e c t  t o  a p p r o v a l  o f  t h e  s t u d e n t ' s  a d v i s o r ,  d e p a r t m e n t  c h a i r ,  
d e a n  o f  t h e  c o l l e g e  a n d  t h e  g r a d u a t e  d e a n .  
5 .  I n  t h e  w o r k s h o p  f o r m a t ,  m o r e  o f  t h e  c o n t e n t  i s  c o v e r e d  i n  c l a s s  s e s s i o n s  a n d  l e s s  i n  o u t s i d e  
r e a d i n g s  o r  o t h e r  a s s i g n m e n t s  t h a n  i n  a  r e g u l a r  c o u r s e  b e c a u s e  o f  t i m e  c o n s t r a i n t s .  
N o r m a l l y ,  h o w e v e r ,  r e a d i n g s  a n d / o r  p r o j e c t s  o r  p a p e r s  a r e  p a r t  o f  a  w o r k s h o p ' s  d e s i g n .  
6 .  E v a l u a t i o n  o f  s t u d e n t  p e r f o r m a n c e  i n  a  w o r k s h o p  i s  t o  b e  b a s e d  b o t h  o n  p a r t i c i p a t i o n  i n  t h e  
c l a s s r o o m  a n d  o n  r e l a t e d  o u t s i d e  w o r k .  
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7. Workshops utilize a variety of teaching methods and formats, sometimes focusing on 
"hands on" approaches, to insure that active learning occurs in the intensive and 
compressed class time. 
68e 
8. Information new to the field, whether theoretical or applied, is often offered in workshops 
designed to meet continuing professional education needs of clientele groups or other non-
traditional audiences. Sound academic judgment should be used in determining what 
content should be offered and in what format. 
Approved Curriculum Courses in Workshop Format 
When a regular university course offering is presented in a compressed time frame, the rule of 
thumb is: courses that are offered in less than half the normal term or summer session time frame 
are to be considered as "workshop format." This means they must then conform to the time in 
class per credit hour rules governing workshops to insure they present the opportunity for 
equivalent instructional material and assignments to be covered. They continue to use the rubric 
and number of the departmental course offering, however. [M&C 5/15/92] 
WORLD WIDE WEB POLICY STATEMENT 
a. All MSU employees may develop a web server or home page. 
b. All MSU departments may develop a web server or home page. 
c. All MSU recognized organizations may develop a web server or home page. 
d. All servers linked to 'the MSU home page will be identified in the domain name server 
(DNS). 
e. No other public access server software (gopher/FTP·for example) will be run on the 
machine used as a web server. -
f. No Student home pages will reside on the MSU www computer, with the exception of 
those required for a class project. Any student pages developed for class projects will be 
removed at the end of the term. 
g. All executable files (e.g. CGI, Perl, Win/CGI, Java, etc.) must be submitted to the 
Computer Center where they will be tested prior to installation on the server. Be sure to 
thoroughly test the scripts and programs before submitting them. Along with the 
executable file, include: 
• the platform and application in which it was created, and 
• the URL which will call the program. 
h. Any employee,-department or organization wishing to create a web server or home page: 
• Must apply for space on the www server and a name. 
• The format for web server names will be an identifier of no more than (five 
characters) + web.moorhead.msus.edu 
For example, physweb.moorhead.msus.edu 
• Must conform to all Moorhead State University, State of Minnesota, and Federal 
policies and standards. 
• Must define specific employee, department, or organization web guidelines and 
have these available on-line. 
• Must identify the individual responsible for the home page/server, including 
name, position, e-mail address, and phone number. Responsibilities ofthis 
individual include: 
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•  T r a i n i n g  s t u d e n t  w o r k e r s  a s s i g n e d  t o  d e v e l o p  w e b  p u b l i c a t i o n s .  
•  A l l  d a t a  c o l l e c t i o n  r e q u i r e d  t o  d e v e l o p  a n d  m a i n t a i n  t h e  a s s o c i a t e d  w e b  
p a g e s .  
•  A l l  d a t a  e n t r y  r e q u i r e d  t o  d e v e l o p  a n d  m a i n t a i n  t h e  a s s o c i a t e d  w e b  p a g e s .  
•  P e r i o d i c  r e v i e w  o f  a l l  a s s o c i a t e d  w e b  p a g e s  f o r  d a t a  i n t e g r i t y ;  t h a t  i s ,  
a s s u r a n c e  t h a t  p a g e s  a r e  a c c u r a t e  a n d  c u r r e n t .  
1 .  T h e  C o m p u t e r  C e n t e r  w i l l  m a k e  a n  i n i t i a l  d e t e r m i n a t i o n  o n  a l l  a p p l i c a t i o n s .  
j .  A p p e a l s  o n  a p p l i c a t i o n s  m a y  b e  m a d e  t o  t h e  A d m i n i s t r a t i v e  V P .  
G e t t i n g  L i n k e d  T o  M S U ' s  H o m e  P a g e s :  
T o  r e c e i v e  a  l i n k  f r o m  t h e  M S U  h o m e  p a g e s  t o  y o u r  h o m e  p a g e  o r  s e r v e r ,  s u b m i t  a  H o m e  
p a g e / S e r v e r  A p p l i c a t i o n .  T h e  a p p l i c a t i o n  i s  a v a i l a b l e  u n d e r  t h e  M S U  W e b  P o l i c i e s ,  
D i s c l a i m e r s ,  a n d  A p p l i c a t i o n s  p a g e .  C o m p l e t e  t h e  a p p l i c a t i o n  f o r m ,  p r i n t  i t  o u t  a n d  h a v e  i t  
s i g n e d  b y  t h e  d e p a r t m e n t  s u p e r v i s o r ,  s e n d  t h e  c o m p l e t e d  f o r m  t o  t h e  C o m p u t e r  C e n t e r  a n d  
s u b m i t  i t  e l e c t r o n i c a l l y .  T h e  a p p l i c a t i o n  a n d  i t s  r e l a t e d  p a g e s  w i l l  b e  r e v i e w e d ,  a n d  a  l i n k  w i l l  b e  
m a d e  f r o m  t h e  a p p r o p r i a t e  M S U  w e b  p a g e .  
•  
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b. Certain ads or notices of events which seem generally connected to the purposes 
and activities of a university may be permitted even if they don't conform to the 
provisions of section 2 above (e.g. magazine subscription ads, flyers for a 
commercial speed reading workshop, notices of educational or cultural events at 
Concordia or NDSU, etc.) 
c. A member of the campus community who wishes to place materials which do 
not conform to the provisions of section 2 above may seek approval to post the 
materials from the Office of Administrative Affairs, Owens Hall, 208. 
4. Within buildings, materials are to be placed on bulletin boards only, not on walls, 
windows, or doors. Exceptions to this include materials posted for certain, restricted 
administrative purposes or (as in a notice that a certain ~lass has been moved or will not 
meet) when common sense dictates. 
5. Within classrooms, no materials may be posted except those for administrative purposes 
or for things related to courses which are taught in that classroom. 
Outside of Campus Buildings 
No materials of any sort may be attached to the outside of buildings, doors, or windows. No 
materials may be attached to trees or benches or trash receptacles. Portable announcement 
boards on campus are prohibited. Requests for exceptions to these restrictions should be 
directed to the Office of Administrative Affairs, Owens Hall, 208. 
CAMPUS SECURITY 
The Campus Security Department is located in the Maintenance Building on 17th Street. The 
Campus Security Department provides safety and security services for students, faculty, staff 
and campus visitors as well as protection of property located on the campus. With the 
exception of the Director, Lead Supervisor and a Security Guard, the remainder of the positions 
are filled with university students. Student staff, after completing an interview process and 
background checks must complete a 40 hour training program before being assigned to work. 
The Campus Security Dispatch Center is staffed on a 24 hour basis (218-236-2449). Between. 
the hours of 4:30p.m. to 7:00am., campus security staff patrol the university parking lots, 
academic buildings, residence halls and the campus grounds. Parking patrol staff check the 
university parking lots from 7:00am. to midnight except Saturdays and Sundays. Parking 
patrol staff are t:rai,ned to respond to security calls if needed. 
CREDIT UNION 
The State Capitol Credit Union (SCCU) is a full service financial institution. SCCU offers a 
wide variety of high quality financial products and services. You may join SCCU if you are 
employed by Moorhead State University. To join, simply complete a membership application 
..  
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a n d  m a k e  a n  i n i t i a l  d e p o s i t  i n t o  a  C a p i t o l  S h a r e  A c c o u n t .  O n c e  y o u  b e c o m e  a  m e m b e r  o f  
S C C U ,  y o u r  f a m i l y  m e m b e r s  a r e  a l s o  e l i g i b l e  t o  j o i n .  
T h e  f o l l o w i n g  f i n a n c i a l  p r o d u c t s  a r e  a v a i l a b l e  w i t h  S C C U  M e m b e r s h i p :  
8 0  
S C C U ' s  C a p i t o l  F i n a n c i a l  A c c o u n t  ( C F  A )  c o m b i n e s  s a v i n g s ,  c h e c k i n g ,  a n  A  T M  c a r d ,  V i s a ,  
a n d  C u t e l e  ( 2 4 - h o u r  b a n k i n g ) .  T h e  u n i q u e  a d v a n t a g e  o f  a  C F  A  A c c o u n t  i s  t h a t  i t  c o s t s  y o u  n o  
m o r e  t h a n  m a i n t a i n i n g  a  c h e c k i n g  a c c o u n t .  A l m o s t  a n y  t y p e  o f l o a n  i s  a v a i l a b l e  t h r o u g h  
S C C U .  S C C U  l o a n s  i n c l u d e :  a u t o m o b i l e ,  h o m e  m o r t g a g e ,  l i n e  o f  c r e d i t ,  h o m e  e q u i t y ,  a n d  
s t u d e n t  l o a n s .  Y o u ' l l  f i n d  r a t e s  e x t r e m e l y  c o m p e t i t i v e  a n d  s e r v i c e  e x c e p t i o n a l .  
T h e  I n v e s t m e n t  P o r t f o l i o  A c c o u n t  o f f e r s  S C C U  m e m b e r s  a n  i n s u r e d  i n v e s t m e n t  p r o g r a m ,  
m o n e y  m a r k e t  s a v i n g s ,  a n d  c h e c k i n g  a c c o u n t s ,  c e r t i f i c a t e s  o f  d e p o s i t ,  a n d  I R A ' s  a r e  a l s o  
a v a i l a b l e  w i t h  t h e  I n v e s t m e n t  P o r t f o l i o  A c c o u n t .  S C C U  i s  f e d e r a l l y  i n s u r e d  b y  t h e  N a t i o n a l  
C r e d i t  U n i o n  A d m i n i s t r a t i o n .  
F o r  m o r e  i n f o r m a t i o n  a n d  a n  a p p l i c a t i o n  c o n t a c t  S C C U ,  A m e r i c a n  S q u a r e  W e s t ,  6 3 5  C e n t e r  
A  v e n u e ,  M o o r h e a d ,  M N  5 6 5 6 0 .  Y o u  m a y  c o n t a c t  S C C U  a t  ( 2 1 8 )  2 3 6 - 0 7 0 9 3  o r  c a l l  t o l l  f r e e  
1 - 8 0 0 - 3 2 2 - S C C U .  [ M & C  5 / 1 5 / 9 2 ]  
D E L I V E R Y  S E R V I C E  A N D  S U R P L U S  
B u i l d i n g  S e r v i c e s  h a n d l e s  t h e  d e l i v e r y ,  m o v e m e n t ,  a n d  r e t u r n  o f  o f f i c e  e q u i p m e n t  a n d  p a p e r .  
A  w o r k  o r d e r  r e q u e s t  s h o u l d  b e  s e n t  t o  t h e  A d m i n i s t r a t i v e  A f f a i r s  O f f i c e ,  2 0 8  O w e n s  H a l l ,  
p h o n e  2 3 6 - 2 0 7 3 ,  4 8  h o u r s  p r i o r  t o  t h e  n e c e s s a r y  d e l i v e r y  t i m e ,  i f  p o s s i b l e .  T h e  w o r k  o r d e r  
s h o u l d  i n d i c a t e  w h a t  t y p e  o f  I ? l a t e r i a l s  n e e d  t o  b e  m o v e d  a n d  w h e r e  t h e y  n e e d  t o  b e  d e l i v e r e d .  
C o n t a c t  t h i s  o f f i c e  a l s o  i f  y o u  h a v e  s w p l u s  i n v e n t o r y  t h a t  n e e d s  t o  b e  p i c k e d  u p  a n d  t a k e n  t o  
c e n t r a l  i n v e n t o r y .  
[ M & C  5 / 1 5 / 9 2 ]  
D I S A B I L I T Y  S E R V I C E S  
M o o r h e a d  S t a t e  U n i v e r s i t y  r e c o g n i z e s  i t s  r e s p o n s i b i l i t i e s  t o  p r o v i d e  e q u a l  a c c e s s  t o  p r o g r a m s  
a n d  s e r v i c e s  t o  i n d i v i d u a l s  w i t h  d i s a b i l i t i e s ,  a s  m a n d a t e d  b y  t h e  R e h a b i l i t a t i o n  A c t  o f  1 9 7 3  a n d  
t h e  A m e r i c a n s  w i t h  D i s a b i l i t i e s  A c t  o f  1 9 9 0 .  
A n y  s t u d e n t  w h o  h a s  a  d o c u m e n t e d  d i s a b i l i t y  a s  d e f i n e d  b y  f e d e r a l  l a w  i s  e l i g i b l e  f o r  
a s s i s t a n c e  i n  o r d e r  t o  o b t a i n  e q u a l  a c c e s s  t o  U n i v e r s i t y  p r o g r a m s  a n d  s e r v i c e s .  S / h e  m a y  
r e q u e s t  a s s i s t a n c e  f r o m  i n d i v i d u a l  f a c u l t y / s t a f f ,  d e p a r t m e n t s  o r  t h e  o f f i c e  o f D i s a b i l i t y  
S e r v i c e s .  F a c u l t y  a n d  d e p a r t m e n t s  a r e  e n c o u r a g e d  t o  d i s c u s s  w i t h  s t u d e n t s  t h e i r  s p e c i f i c  n e e d s  
a n d  r e s p o n d  d i r e c t l y  t o  t h o s e  n e e d s  w h e n  p o s s i b l e .  T h e  o f f i c e  D i s a b i l i t y  S e r v i c e s  i s  a l w a y s  
a v a i l a b l e  f o r  c o n s u l t a t i o n  a n d  g u i d a n c e ,  a n d  w i l l  p r o v i d e  a u x i l i a r y  a i d s  a n d  s e r v i c e s  w h e n  
a p p r o p r i a t e .  
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Students with disabilities are expected to meet and maintain the requirements ofUniversity 
programs and services. It should be noted, however, that adjustments to the program 
requirements may be considered a reasonable accommodation in individual situations. 
81 
Students have a right to confidentiality in all matters regarding their disability. Information is 
shared with others only on a need to know basis. Upon request by the student or faculty 
member (with the student's permission), the office of Disability Services will provide 
verification of the student's eligibility, as well as what auxiliary aids and services are 
appropriate. 
The primary center for disability-related support services for students is the Office ofDisability 
Services, located in the Comstock Memorial Union, Room 222. Students with disabilities are 
encouraged to register with Disability Services to discuss theii: needs, as well as appropriate 
aids and services. They are also encouraged to discuss their needs with individual faculty 
members, as it is generally best to accommodate students in the most integrated setting 
possible. · 
The Office of Disability Services provides assistance to students and faculty in a variety of 
ways. This may include general information, consultation regarding appropriate 
accommodations, or arranging specific auxiliary aids and services. Services provided by the 
Office ofDisability Services include, but are not limited to the following: note-taking, 
alternative testing, taped textbooks, sign language interpreting, adjustable-height desks, FM 
amplification systems, and access to barrier-free facilities. 
Questions or concerns regarding support services for students with disabilities should be 
directed to the Coordinator of Disability Services, Comstock Memorial Union 222, 299-5859 
(V !ITY). Questions or concerns regarding accommodations for employees with disabilities 
should be directed to the Human Resources Director, Owens 210,236-2066 (Voice). 
ELECTION/CAMPAIGN GUIDELINES 
In accordance with Minnesota Statute 43A.32, employees shall not directly or indirectly take 
part in any political activity during hours of employment. Employees are eligible for leaves of 
absence upon becoming a candidate or assuming an elected federal or state public office. In 
requesting such leaves, classified employees must fill out the form, Political Activity of State 
Employee, which is available in the Human Resources Office. 
Employees Time Off to Vote 
Every employee who is eligible to vote in an election has the right to be absent from work for 
the purpose of voting during the morning of the day of that election, without penalty or 
deduction from salary or wages because of the absence. An employer or other person may not 
directly or indirectly refuse, abridge, or interfere with this right or any other election right of an · 
employee. 
. .  
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" E l e c t i o n  m e a n s  a  r e g u l a r l y  s c h e d u l e d  s t a t e  p r i m a r y  o r  g e n e r a l  e l e c t i o n ,  a n  e l e c t i o n  t o  f i l l  a  
v a c a n c y  i n  t h e  o f f i c e  o f  U n i t e d  S t a t e s  s e n a t o r  o r  U n i t e d  S t a t e s  r e p r e s e n t a t i v e ,  a n  e l e c t i o n  t o  f i l l  
a  v a c a n c y  i n  t h e  o f f i c e  o f  s t a t e  s e n a t o r  o r  s t a t e  r e p r e s e n t a t i v e ,  o r  a  p r e s i d e n t i a l  p r i m a r y  a s  
d e s c r i b e d  i n  s e c t i o n  2 0 7  A . O l  u n l e s s  i t  i s  c o n d u c t e d  b y  m a i l . "  [ M i n n e s o t a  S t a t u t e s  2 0 4 C . 0 4 ]  
E L E C T R O N I C  C O M M U N I C A T I O N  A N D  T E C H N O L O G Y  E T H I C S  
P o l i c y :  T h e  S t a t e  o f  M i n n e s o t a  p r o v i d e s  a  v a r i e t y  o f  e l e c t r o n i c  t o o l s  s u c h  a s  t e l e p h o n e s ,  
c o m p u t e r s ,  f a c s i m i l e  m a c h i n e s ,  p a g e r s ,  e l e c t r o n i c  m a i l  ( e - m a i l )  s y s t e m s ,  I n t e r n e t  a c c e s s  a n d  a  
b r o w s e r  f o r  e m p l o y e e s  w h o s e  j o b  p e r f o r m a n c e  w o u l d  b e  e n h a n c e d  b y  t h e  t e c h n o l o g y  T h e  
S t a t e  f a c e s  t h e  c h a l l e n g e  o f m a k i n g  m a x i m u m  u s e  o f  t h e  b e n e f i t s  o f  s u c h  t o o l s ,  m e e t i n g  l e g a l  
r e q u i r e m e n t s  f o r  a c c e s s  t o  i n f o r m a t i o n ,  a n d  p r o v i d i n g  a d e q u a t e  p r o t e c t i o n  f o r  p r o p r i e t a r y  
i n f o r m a t i o n .  T h i s  p o l i c y  m e m o r a n d u m  g o v e r n s  a c c e s s  t o  a n d  t h e  a p p r o p r i a t e  u s e  o f  t h i s  
t e c h n o l o g y  d u r i n g  t i m e  p e r i o d s  b e f o r e  a n d  a f t e r  w o r k  a n d  d u r i n g  b r e a k  p e r i o d s  b y  S t a t e  
e m p l o y e e s  i n  t h e  e x e c u t i v e  b r a n c h .  
E m p l o y e e  a c c e s s  t o  a n d  u s e  o f  e l e c t r o n i c  t o o l s  s u c h  a s  e - m a i l  a n d  t h e  I n t e r n e t  i s  i n t e n d e d  f o r  
b u s i n e s s - r e l a t e d  p u r p o s e s .  L i m i t e d  a n d  r e a s o n a b l e  u s e  o f  t h e s e  t o o l s  f o r  o c c a s i o n a l  e m p l o y e e  
p e r s o n a l  p u r p o s e  t h a t  d o e s  n o t  r e s u l t  i n  a n y  a d d i t i o n a l  c o s t s  o f l o s s  o f  t i m e  o r  r e s o u r c e s  f o r  
t h e i r  i n t e n d e d  b u s i n e s s  p u r p o s e  i s  p e r m i t t e d .  
M i n n e s o t a  S t a t u t e  4 3 A . 3 8 ,  S u b d .  4  p r o v i d e s :  ' ' U S E  O F  S T A T E  P R O P E R T Y .  ( a )  A n  
e m p l o y e e  s h a l l  n o t  u s e  o r  a l l o w  t h e  u s e  o f  s t a t e  t i m e ,  s u p p l i e s ,  o r  s t a t e  o w n e d  o r  l e a s e d  
p r o p e r t y  a n d  e q u i p m e n t  f o r  t h e  e m p l o y e e ' s  p r i v a t e  i n t e r e s t  o r  a n y  o t h e r  u s e  n o t  i n  t h e  i n t e r e s t  
o f  t h e  s t a t e ,  e x c e p t  a s  p r o v i d e d  b y  l a w .  
( b )  A n  e m p l o y e e  m a y  u s e  s t a t e  t i m e ,  p r o p e r t y ,  o r  e q u i p m e n t  t o  c o m m u n i c a t e  e l e c t r o n i c a l l y  
w i t h  o t h e r  p e r s o n s  i n c l u d i n g ,  · b u t  n o t  l i m i t e d  t o ,  e l e c t e d  o f f i c i a l s ,  t h e  e m p l o y e r ,  o r  a n  e x c l u s i v e  
b a r g a i n i n g  r e p r e s e n t a t i v e  u n d e r  c h a p t e r  1 7 9 A ,  p r o v i d e d  t h i s  u s e ,  i n c l u d i n g  t h e  v a l u e  o f  t i m e  
s p e n t ,  r e s u l t s  i n  n o  i n c r e m e n t a l  c o s t  t o  t h e  s t a t e  o r  r e s u l t s  i n  a n  i n c r e m e n t a l  c o s t  t h a t  i s  s o  s m a l l  
a s  t o  m a k e  a c c o u n t i n g  f o r  i t  u n r e a s o n a b l e  o r  a d m i n i s t r a t i v e l y  i m p r a c t i c a b l e . "  
A p p r o p r i a t e  U s e :  S t a t e  e m p l o y e e s  n e e d  t o  u s e  g o o d  j u d g m e n t  i n  I n t e r n e t  a c c e s s  a n d  e - m a i l  
u s e .  T h e y  a r e  e x p e c t e d  t o  e n s u r e  t h a t  e - m a i l  m e s s a g e s  a r e  a p p r o p r i a t e  i n  b o t h  t h e  t y p e s  o f  e -
m a i l  m e s s a g e s  c r e a t e d  a n d  t h e  t o n e  a n d  c o n t e n t  o f  t h o s e  m e s s a g e s .  E m p l o y e e  u s e  o f  e - m a i l  
a n d  t h e  I n t e r n e t  m u s t  b e  a b l e  t o  w i t h s t a n d  p u b l i c  s c r u t i n y  w i t h o u t  e m b a r r a s s m e n t  t o  t h e  a g e n c y  
o r  t h e  S t a t e  o f  M i n n e s o t a .  
E x a m p l e s  o f  i n a p p r o p r i a t e  u s e  i n c l u d e ,  b u t  a r e  n o t  l i m i t e d  t o :  
•  l l l e g a l  a c t i v i t i e s  
•  W a g e r i n g ,  b e t t i n g ,  o r  s e l l i n g  
•  H a r a s s m e n t  a n d  i l l e g a l  d i s c r i m i n a t i o n  
•  F u n d - r a i s i n g  f o r  a n y  p u r p o s e  u n l e s s  a g e n c y  s a n c t i o n e d  
•  C o m m e r c i a l  a c t i v i t i e s ,  e . g . ,  p e r s o n a l  f o r - p r o f i t  b u s i n e s s  a c t i v i t i e s  
•  P r o m o t i o n  o f  p o l i t i c a l  o r  r e l i g i o u s  p o s i t i o n s  o r  a c t i v i t i e s  
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• Receipt, storage or transmission of offensive, racist, sexist, obscene or pornographic 
information 
• Downloading software (including games, wallpaper, and screen savers) from the Internet 
unless agency-sanctioned. · 
• Non-State employee use. 
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The traditional communication rules of reasonableness, respect, courtesy, common sense, and 
legal requirements also apply to electronic communication. For example, actions that are 
considered illegal such as gambling and harassment are not up to the discretion of individual 
agencies or individual managers or supervisors: these actions break the law whether the 
behavior is conducted on e-mail or by another means of communication, and they may subject 
the employee to disciplinary action up to and including discharge. 
Employees should be aware that they may receive inappropriate and unsolicited e-mail 
messages .. Any such messages should be reported immediately to the employee's supervisor 
and any other designated official within the employee's agency. 
While employees may make personal use of State technology such as e-mail and Internet 
access, the amount of use during working hours is expected to be limited to incidental use or 
emergency situations. Excessive time spent on such personal activities during working hours 
will subject the employee to disciplinary action. 
Union Use: In the interest of maintaining effective labor-management relationships and 
efficient use of State time and resources, State e-mail systems may be used by employee 
representatives of the union for certain union activities. Approved uses include posting of 
meeting notices, investigation and administration of grievanceS, contract interpretation 
questions, union election results, and notification of arbitration and unit determination 
decisions. 
Monitoring: Electronic communication devices such as telephones, facsimile machines, 
pagers, State-e-mail systems and Internet access are State property. Like other State resources, 
they are intended to be used for State business and other agency-sanctioned activities. The 
State reserves the right to monitor all use of e-mail and Internet resources at the time of use, 
during routine post-use audits, and during investigations. 
Data that agencies maintain electronically are government data and, as such, are subject to 
classification and access under the Minnesota Government Data Practices Act, Minnesota 
Statutes, Chapter 13. Employees should understand that electronic data are not completely 
secure. For example, e-mail messages can be altered by a recipient and retransmitted as if from 
the original sender, or data can be illegally accessed. They should also understand that e-mail 
messages and Internet transactions, including those they delete or erase from their own files, 
may be backed up or recorded and stored centrally for system security and investigative 
purposes. They may be retrieved and viewed by someone else with proper authority at a later 
date. It is the user's responsibility to use care in communicating information not meant for 
public viewing. 
..  
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B e c a u s e  t h e  e - m a i l  a n d  I n t e r n e t  s y s t e m s  a r e  n o t  s e c u r e ,  e m p l o y e e s  s h o u l d  n o t  s e n d  a n y  d a t a  
c l a s s i f i e d  a s  n o t  p u b l i c  ( p r i v a t e  o r  c o n f i d e n t i a l  d a t a  o n  i n d i v i d u a l s  o r  n o n p u b l i c  o r  p r o t e c t e d  
n o n p u b l i c  d a t a  n o t  o n  i n d i v i d u a l s )  o v e r  t h e  e - m a i l  o r  I n t e r n e t  s y s t e m s  u n l e s s  t h e  d a t a  a r e  
e n c r y p t e d  o r  e n c o d e d .  [ M n S C U ,  N o v .  1 5 ,  1 9 9 7 . ]  
E M E R G E N C I E S  
( F I R E ,  M E D I C A L ,  W E A T H E R )  
F i r e  
T h e  f i r e  a l a n n  s y s t e m  w i t h i n  t h e  u n i v e r s i t y  b u i l d i n g s  i s  a c t i v a t e d  i n  t w o  w a y s :  
1 .  A u t o m a t i c a l l y ,  b y  t h e  s m o k e  d e t e c t i o n  s y s t e m ,  o r  
2 .  M a n u a l l y ,  b y  p u l l  s t a t i o n s .  
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S h o u l d  y o u  s e e  o r  s m e l l  s m o k e  p r i o r  t o  a l a n n  a c t i v a t i o n  b y  t h e  s m o k e  d e t e c t o r s ,  y o u  s h o u l d  
i m m e d i a t e l y  a c t i v a t e  t h e  n e a r e s t  p u l l  s t a t i o n .  W h e n  a n  a l a n n  s o u n d s ,  p l e a s e  a s s i s t  i n  t h e  r a p i d  
e v a c u a t i o n  o f  a l l  p e r s o n n e l  f r o m  t h e  b u i l d i n g .  
D i s a b l e d / h a n d i c a p p e d  p e r s o n s  w h o  a r e  u n a b l e  t o  m o v e  d o w n  s t a i r w e l l s  s h o u l d  m o v e  t o  t h e  
n e a r e s t  s t a i r w e l l  l a n d i n g  f r o m  w h e r e  t h e  M o o r h e a d  F i r e  D e p a r t m e n t  c a n  p r o v i d e  f o r  t h e i r  
e v a c u a t i o n .  
T h e  M o o r h e a d  F i r e  D e p a r t m e n t  o r  u n i v e r s i t y  a d m i n i s t r a t i o n  w i l l  p e r m i t  r e - e n t r y  w h e n  t h e  
b u i l d i n g  i s  s a f e .  P l e a s e  c o o p e r a t e  b y  e v a c u a t i n g  t h e  b u i l d i n g  i m m e d i a t e l y  o n c e  a n  a l a n n  i s  
s o u n d e d .  
M e d i c a l  
T h e  H e n d r i x  H e a l t h  C e n t e r  s t a f f  r e c o m m e n d s  f o l l o w i n g  t h e  f o l l o w i n g  p r o c e d u r e s  i n  t h e  e v e n t  
o f  a  m e d i c a l  e m e r g e n c y  i n  t h e  c l a s s r o o m  o r  i n  o t h e r  a r e a s  o n  c a m p u s :  
I f  t h e r e  i s  a n y  i n d i c a t i o n  o f  a  l i f e - t h r e a t e n i n g  s i t u a t i o n ,  d i a l  t h e  e m e r g e n c y  c a l l  n u m b e r  w h i c h  
i s  9 - 9 1 1 .  E x a m p l e s  o f l i f e  t h r e a t e n i n g  c o n d i t i o n s  c o u l d  i n c l u d e ,  b u t  a r e  n o t  l i m i t e d  t o ,  t h e  
f o l l o w i n g :  c h o k i n g ,  s e v e r e  c h e s t  p a i n  a n d / o r  s h o r t n e s s  o f b r e a t h ,  l o s s  o f  c o n s c i o u s n e s s ,  
u n c o n t r o l l e d  b l e e d i n g ,  o r  d e b i l i t a t i n g  i n j u r i e s .  
S t a f f  m e m b e r s  a t  H e n d r i x  H e a l t h  C e n t e r  a r e  w i l l i n g  t o  c o m e  t o  t h e  l o c a t i o n  t o  a d m i n i s t e r  
e m e r g e n c y  f i r s t - a i d  t r e a t m e n t  a n d  p r o v i d e  s u p p o r t .  H o w e v e r ,  d i a l 9 - 9 1 1  f i r s t  t o  a v o i d  w a s t i n g  
l i f e - s a v i n g  m i n u t e s .  T h e n ,  c a l l  t h e  H e a l t h  C e n t e r  a t  2 2 1 1 .  T h e r e  w i l l  b e  o c c a s i o n a l  i n s t a n c e s  
w h e n  t h e  H e a l t h  C e n t e r  i s  c l o s e d .  
T h e  c o s t  o f  a n  a m b u l a n c e  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  " p a t i e n t . "  I f  t h e  " p a t i e n t "  r e f u s e s  
t r a n s p o r t ,  t h e r e  i s  n o  c h a r g e .  T h e r e  i s  n o  c h a r g e  t o  t h e  p e r s o n  w h o  c a l l s  t h e  a m b u l a n c e .  
A t  t h e  b e g i n n i n g  o f  e v e r y  t e r m ,  f a c u l t y  m e m b e r s  s h o u l d  a s k  t h e  s t u d e n t s  i n  t h e i r  c l a s s e s  t o  
n o t i f y  t h e m  a b o u t  a n y  h e a l t h  p r o b l e m s  t h a t  m i g h t  r e q u i r e  e m e r g e n c y  t r e a t m e n t .  I f  a n y  s t u d e n t  
c o m e s  f o r w a r d ,  t h e  i n s t r u c t o r  c a n  a s k  t h e  s t u d e n t ,  i n  p r i v a t e ,  w h a t  t h e  u s u a l  e m e r g e n c y  
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treatment involves. Tiris information could give the instructor a sense of confidence if an 
emergency treatment situation arises. 
If anyone has questions about these recommended procedures, please feel free to call the 
Director of Health Services at ext. 2327. [M&C 5/15/92] 
Weather 
84a 
MnSCU policy 4.4.1 states: "The authority to cancel classes due to weather conditions or 
other emergencies resides with the college or university president or the president's designee. 
Cancellation of classes does not excuse any employee from work. Employees of the college, 
including faculty, may take personal leave, vacation leave or use earned compensatory time 
when classes are canceled and they may choose to be absent fi:om work." MnSCU policy 4.4.2 
also gives the president the authority to close the campus using procedures developed for that 
purpose. 
President Roland Barden has delegated to the following persons responsibility for 
implementing this plan: the Vice President for Student Affairs will make decisions about the 
cancellation of classes, and the Vice President for Administrative Affairs, will make decisions 
about the closure of school/personnel matters. When a decision has been made to cancel 
classes and/or declare a campus closing, we will immediately contact area radio and TV 
stations to communicate the details regarding the length of the Closure and when we expect to 
re-open. 
When classes are called off, local radio and TV stations will be notified as early as possible, 
and listening to radio and TV is the best way of finding out whether classes will meet or not. 
One difficUlty encountered in the past is that although the university will tell radio and TV 
stations that it is just classes which have been called off, this sometimes get reporteri on the air 
as "Moorhead State is closed." Clearly, the university cannot always control exactly what 
reporters say on the air. 
It should also be noted that about 90% of the students and employees live in the immediate 
Moorhead/Fargo area. Consequently, if travel is possible in the two cities, the university will 
usually try to avoid calling off classes. On the other hand, even when classes are held, it may 
be difficult for out-of-town students to get there, so faculty members are asked to take bad 
weather into consideration when evaluating student absences. 
[Authority: 1994 Minnesota Statutes, Sect. 43A.05, Subd.4] 
Tornado Emergencies 
Tornadoes can occur a{ any time during the year. However, the threat of tornadoes and high 
winds in our area Will likely be more prevalent during the months of April through October. 
We encourage students, faculty and staff to take a minute and determine safe areas BEFORE a 
storm arrives. The approach of severe weather may be announced by sirens located throughout 
the community and through local radio and television programs. In case of an approaching 
tornado, the following procedures are recommended: 
. .  
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1 )  M o v e  t o  t h e  n e a r e s t  b u i l d i n g  a n d  l o c a t e  a  s a f e  p l a c e  t o  w a i t .  
2 )  A s s i s t  a n y  p h y s i c a l l y  c h a l l e n g e d  i n d i v i d u a l s ,  i f  n e e d e d .  
3 )  M o v e  t o ,  o r  s t a y  o n ,  t h e  l o w e s t  f l o o r  o f  a n y  b u i l d i n g .  
4 )  S t a y  i n  c e n t r a l  c o r r i d o r s  a w a y  f r o m  g l a s s ;  c o v e r  y o u r  f a c e  w i t h  f o l d e d  a n n s .  
5 )  S t a y  a w a y  f r o m  w i n d o w s .  
6 )  L e a v e  c o r r i d o r  d o o r s  o p e n .  
7 )  D o  N O T  u s e  a n y  e l e v a t o r .  
8 )  T y p e s  o f  a r e a s  t h a t  s h o u l d  b e  c o n s i d e r e d  t h e  s a f e s t  a r e :  
* b a s e m e n t s  
* s t a i r w e l l s  
* l o w e r  l e v e l  r o o m s  w i t h o u t  a n y  w i n d o w s  
* l o w e r  l e v e l  h a l l w a y s  w i t h o u t  a n y  w i n d o w s  
* a t  N e m z e k  H a l l - t h e  n o r t h  s e c t i o n  o n l y .  T h e  f i e l d h o u s e  i s  N O T  c o n s i d e r e d  
t o  b e  a  s a f e  a r e a  d u r i n g  h i g h  w i n d s .  
8 4 b  
I n  t h e  c a s e  o f  s u c h  a n  e m e r g e n c y ,  a l l  d o o r s  t h a t  l e a d  t o  b a s e m e n t  a r e a s ,  w h i c h  a r e  p e r m a n e n t l y  
k e p t  l o c k e d ,  w i l l  b e  o p e n e d  a n d  w i l l  r e m a i n  s o  f o r  t h e  d u r a t i o n  o f  t h e  e m e r g e n c y .  
EMPLOYEEASS~TANCEPROG~ 
T h e  E m p l o y e e  A s s i s t a n c e  P r o g r a m  w a s  e s t a b l i s h e d  o n  D e c e m b e r  2 9 ,  1 9 7 6  a n d  i s  a v a i l a b l e  t o  
a l l  M i n n e s o t a  S t a t e  e m p l o y e e s  a n d  t h e i r  d e p e n d e n t s .  T h e  p r o g r a m  i s  b a s e d  u p o n  t h e  p r e m i s e  
t h a t  " t h e  S t a t e  r e c o g n i z e s  t h a t  c h e m i c a l  d e p e n d e n c y  o r  o t h e r  p r o b l e m s  n o t  d i r e c t l y  a s s o c i a t e d  
w i t h  o n e s '  j o b  f u n c t i o n  c a n  h a v e  a n  a f f e c t  o n  a n  e m p l o y e e ' s  j o b  p e r f o r m a n c e . "  J o b  
p e r f o r m a n c e  c a n  b e  a d v e r s e l y  a f f e c t e d  b y  a n y  p e r s o n a l  p r o b l e m .  T h e  r a n g e  o f  p e r s o n a l  
p r o b l e m s  m a y  i n c l u d e ,  b u t  i s  n o t  l i m i t e d  t o ,  c h e m i c a l  d e p e n d e n c y ,  p s y c h o l o g i c a l ,  m a r i t a l ,  
f i n a n c i a l ,  l e g a l  a n d  o t h e r  c o n c e r n s .  T h e  p u r p o s e  o f  t h i s  p r o g r a m  i s  t o  p r e s e r v e  v a l u a b l e  s t a t e  
e m p l o y e e s  i n  t h e i r  p o s i t i o n s  t h r o u g h  r e s o l u t i o n  o f  t h e s e  p e r s o n a l  p r o b l e m s .  
T h e r e  i s  n o  c h a r g e  f o r  t h e  d i a g n o s t i c  a n d  r e f e r r a l  s e r v i c e s  o f f e r e d  t h r o u g h  t h e  p r o g r a m .  
H o w e v e r ,  t h e  c o s t s  o f  t h e r a p y  a r e  n o t  c o v e r e d  b y  t h e  p r o g r a m  b u t  i n  m a n y  c a s e s  s u c h  a s  
c h e m i c a l  d e p e n d e n c y  a n d  p s y c h o l o g i c a l  p r o b l e m s ,  t h e  t h e r a p y  c o s t s  a r e  c o v e r e d  b y  t h e  
e m p l o y e e ' s . !  d e p e n d e n t ' s  h e a l t h  c o v e r a g e  p l a n .  T h e  p r o g r a m  i s  p r i v a t e  a n d  c o n f i d e n t i a l  u n l e s s  
t h e  e m p l o y e e  u s i n g  t h e  s e r v i c e s  o f  t h e  p r o g r a m  g i v e s  a  s p e c i a l  r e l e a s e .  T h e  o n l y  i n f o r m a t i o n  
t h a t  c a n  b e  s h a r e d  w i t h  a  r e f e r r e r  i s  w h e t h e r  t h e  a p p o i n t m e n t  w a s  k e p t  o r  w h e t h e r  t h e  e m p l o y e e  
a c c e p t e d  t h e  r e c o m m e n d a t i o n  f o r  p r o f e s s i o n a l  h e l p  f o r  w h a t e v e r  p e r s o n a l  p r o b l e m  w a s  
d e t e r m i n e d  d u r i n g  t h e  d i a g n o s t i c  i n t e r v i e w .  
S u p e r v i s o r s  w i l l  a l l o w  t h e  u s e  o f  s i c k  l e a v e  w h e n  t h e y  h e l p  t h e  e m p l o y e e  m a k e  t h e  
a p p o i n t m e n t  t o  v i s i t  a  p r o g r a m  c o u n s e l o r .  F u r t h e r ,  t h e  o f f i c i a l  p o l i c y  s t a t e s :  " W h e n  a  d i a g n o s i s  
a n d  r e f e r r a l  i s  m a d e  b y  t h e  c o u n s e l o r ,  t h e  e m p l o y e e  m a y  u s e  s i c k  l e a v e  f o r  t h e  p r e s c r i b e d  
t r e a t m e n t  o r  r e h a b i l i t a t i o n  p r o g r a m  m a d e  a v a i l a b l e  u n d e r  h o s p i t a l i z a t i o n  o r  h e a l t h  b e n e f i t s  
p r e s e n t l y  o f f e r e d  t o  e m p l o y e e s  o f  t h e  S t a t e  o f M i n n e s o t a . "  
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Diagnostic and referral sources are not limited to the Moorhead area. Employees, the family, 
union steward, supervisor or the Human Resources Office may arrange a diagnostic counseling 
interview with a diagnostic and referral counselor by calling one of the following numbers: 
• Lakeland Mental Health Center, Inc. 
• Moorhead- 1010 32"d Avenue South- 1-218-233-7524 
• Fergus Falls- 126 East Alcott- 1-218-736-69887 or 1-800-223-4512 
• Detroit Lakes- 714 Lake Avenue- 1-218-847-1676 
• New York Mills- 1-800-223-4512 
• Glenwood- 125 East Minnesota- 1-800-223-4512 
• 24-Hour Emergency/Crisis Number- 1-800-223-4512 
• State Employee Assistance Program- Central Office- 1-800-657-3719 
Further information can be obtained from the Human Resources Office, phone 236-2157. Owens 
210. [M&C 5/15/92] 
EMPLOYMENT OF NON-RESIDENT FOREIGN NATIONALS 
MSU will assist employees in obtaining the 1-129 or H-1 visa, but all fees must be paid by the 
employee. Any status change beyond the H-1 is the responsibility of the employee. The 
University will retain the services of a paralegal to review paperwork for submission of the 
1-129. 
EQUIPMENT/PROPERTY 
Ownership of all University property shall reside with the institution, while custody, control and 
usage is the responsibility of each unit. Department/unit heads are responsible for the proper 
use, maintenance and protection of all property. University property may be removed from the 
campus only with the written permission of the Administrative Vice President. Administrative 
Affairs, phone 236-2070, Owens 208. [M&C 5/15/92] 
EQUIPMENT USE 
The technical equipment of the System or university shall not be used by a faculty member for 
personal use without notice to and the consent of his/her Employer and the payment of a 
reasonable fee for the privilege enjoyed. IFO!MnSCU Agreement, Article 27, Section C, Subd. 
2a; MSUAASF/MnSCU Agreement, Article 20, Section C, Subd. 6. [M&C 5/15/92] 
FACILITIES AND SERVICES 
In general, faculty and staff are to use the university facilities and services for university business 
only. However, the university has traditionally been open to its communities, and to the extent 
that 'this tradition can be maintained without conflicting with the normal work of the institution, 
cooperation should be encouraged. It should be clear though, that university facilities cannot be 
used for purposes unrelated to its educational programs, and that the university is not competing 
with commercial facilities and services available for conferences and conventions. Questions on 
use or rental should be directed to the Office of Administrative Affairs, Owens 208. 
[M&C 5/15/92] 
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a violation of the Act has occurred. The U.S. DOE will investigate each timely complaint 
to determine ifthe institution has failed to comply with the provisions ofFERPA. 
D. The Vice President of Student Affairs shall be responsible for ensuring that notification is 
published annually in the student newspaper and in the current Student Policy Handbook. 
[Revised 5/27 /97] 
FAX MACHINES 
Several FAX machines are available throughout the campus. The FAX machine in the Owens 
Hall Post Office is for general campus use. In order to send a fax, a cover sheet must be 
completed and the proper telephone access code must be provided to the post office staff. 
Incoming fax messages are placed in the appropriate post office box and can be picked up with 
the mail. Post Office, Owens 102, phone 236-2885. [M&C 5/15/92] 
FINANCIAL PROCEDURES 
Contracts and Leases 
Moorhead State University contractual obligations must conform to state and federal law. Only 
authorized personnel may sign contracts obligating the institution. 
~mployees entering into contracts in the name of the university and/or state are legally liable for 
resulting obligations when such contracts are not encumbered and approved by authorized 
administrative personnel. Further, Minnesota Statutes Chapter 16A.15 Subd. 3, provides that 
entering into such unauthorized contract or commitments may result in dismissal. Employees 
who are involved in activities which will require a contract or insurance should check the 
requirements with the Business Office, Owens 106. 
Processing of contracts takes at least two months and requires final approval by the Minnesota 
Attorney General's Office and the Commissioner of Finance. MSU personnel delegated as 
authorized to sign contracts on behalf of the University are as follows: 
Type of Contract: 
Professional, technical services, property 
leases, equipment leases, misc. service 
MSU Approval Signature: 
President, Vice President for Administrative 
Affairs, Business Manager, Accounting 
Officers 
Additional information on contracts is available in the Business Office, Owens 106. 
Deposit Requirements 
All funds received to support university programs, whether gate receipts, concession sales, 
donations, accounts receivable payments or other revenue, must be deposited in accounts 
established with the university (see SUB Internal Rule 601 on University Activity Funds, M.S. 
. .  
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1 3 6 . 1 1 ) .  D e p o s i t s  w i t h  t h e  u n i v e r s i t y  c a s h i e r  m u s t  b e  m a d e  d a i l y  i f  t h e  a c c o u n t  c o l l e c t e d  i s  m o r e  
t h a n  $ 2 5 .  T h e  c a s h i e r ' s  w i n d o w  i n  l o c a t e d  i n  O w e n s ;  h o u r s  a r e  8 : 4 5  a m .  t o  4 : 0 0 p . m . ,  M o n d a y  
t h r o u g h  F r i d a y .  U n d e r  n o  c i r c u m s t a n c e s  m a y  c a s h  r e m a i n  w i t h i n  a  d e p a r t m e n t  f o r  m o r e  t h a n  o n e  
w e e k .  
P a y r o l l  
T h e  S t a t e  d i v i d e s  t h e  y e a r  i n t o  2 6  e q u a l  p a y  p e r i o d s .  E a c h  p a y  p e r i o d  c o v e r s  a  t w o  w e e k  s p a n  
s t a r t i n g  o n  a  W e d n e s d a y  a n d  e n d i n g  o n  a  T u e s d a y .  P a y c h e c k s  o r  d i r e c t  d e p o s i t  a d v i c e  a r e  
d i s t r i b u t e d  t o  e m p l o y e e s  a t  t h e i r  h o m e  a d d r e s s  o n  F r i d a y s ,  1 0  d a y s  a f t e r  t h e  p a y  p e r i o d  e n d s .  
T h i s  1  0 - d a y  d e l a y  i s  n e e d e d  t o  p r o c e s s  a n d  d i s t r i b u t e  p a y c h e c k s  f o r  t h e  S t a t e ' s  4 0 , 0 0 0  
e m p l o y e e s .  
T h e  S t a t e  o f M i n n e s o t a  r e q u i r e s  t h a t  a l l  n e w  e m p l o y e e s  m u s t  s i g n  u p  f o r  f u l l  ( 1 0 0 % )  d i r e c t  
d e p o s i t .  E x c e p t i o n  t o  t h i s  s t a t u t e  m a y  b e  g r a n t e d  o n l y  u p o n  w r i t t e n  o b j e c t i o n  f r o m  t h e  
e m p l o y e e s .  D i r e c t  d e p o s i t  c a n  b e  s e t  u p  f o r  c h e c k i n g ,  s a v i n g s ,  o r  a  c o m b i n a t i o n  o f  b o t h .  
P r o c e s s i n g  n o r m a l l y  t a k e s  a b o u t  4 5  d a y s  f o r  a  d i r e c t  d e p o s i t  t o  b e  s e t  u p  o r  c h a n g e d .  P a y r o l l  
q u e s t i o n s  c a n  b e  d i r e c t e d  t o  t h e  P a y r o l l  O f f i c e ,  O w e n s  2 1 4 ,  p h o n e  2 3 6 - 2 2 2 2  o r  2 3 6 - 2 2 2 3 .  
[ M i n n e s o t a  S t a t u t e  1 7 7 . 2 3 ,  S u b d .  4 ]  
F U N D - R A I S I N G  P O L I C Y  
A n y  f u n d - r a i s i n g  p r o j e c t  m u s t  b e  o u t l i n e d  a n d  s u b m i t t e d  t o  t h e  M S U  A l u m n i  a n d  F o u n d a t i o n  
O f f i c e  ( O w e n s  2 0 2 )  t h r e e  m o n t h s  p r i o r  t o  t h e  p r o j e c t ' s  s t a r t i n g  d a t e .  O u t l i n e s  s h o u l d  i n c l u d e :  
1 .  B a s i c  p u r p o s e  o f  p r o j e c t  
2 .  T y p e  o f  s o l i c i t a t i o n  t o  b e  u s e d  
3 .  W h o  w i l l  b e  r e s p o n s i b l e  f o r  s o l i c i t i n g  
4 .  P r o j e c t  e s t i m a t e d  t i m e t a b l e  
5 .  E x p e c t e d  d o n o r  b a s e  t o  b e  s e l e c t e d  ( p e o p l e  o r  o r g a n i z a t i o n s  y o u  w i s h  t o  s o l i c i t )  
D e p a r t m e n t s / o r g a n i z a t i o n s  a r e  e x p e c t e d  t o  s u b m i t  a  c o m p l e t e  l i s t  o f  s o l i c i t a t i o n  r e s u l t s  a f t e r  
p r o j e c t  c o m p l e t i o n .  [ M & C  5 / 1 5 / 9 2 ]  
G I F T S  T O  T H E  U N I V E R S I T Y  
M i n n e s o t a  S t a t u t e s  a n d  S t a t e  U n i v e r s i t y  p o l i c y  p r o v i d e  a u t h o r i t y  f o r  t h e  a c c e p t a n c e  o f  g i f t s  t o  
t h e  u n i v e r s i t y .  T h e  G i f t  A c c e p t a n c e  R e p o r t i n g  f o r m ,  a v a i l a b l e  i n  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  
A f f a i r s ,  m u s t  b e  c o m p l e t e d  a n d  r e t u r n e d  t o  t h a t  o f f i c e .  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 8 ,  
·  p h o n e  2 3 6 - 2 1 5 6 .  [ M & C  5 / 1 5 / 9 2 ]  
H A Z A R D O U S  W A S T E  
N o t i f y  t h e  P h y s i c a l  P l a n t  o f f i c e ·  i f  i t  i s  s u s p e c t e d  t h a t  h a z a r d o u s  m a t e r i a l s  a r e  a c c u m u l a t i n g  o r  
h a v e  b e e n  i n a d e q u a t e l y  s t o r e d .  S p e c i f i c  d e f i n i t i o n s  e x i s t  f o r  h a z a r d o u s  w a s t e  b u t  g e n e r a l l y  a r e  
t h o s e  t h i n g s  t h a t  a r e  t o x i c ,  i r r i t a t i v e ,  c o r r o s i v e ,  f l a m m a b l e ,  o x i d a t i v e  o r  e x p l o s i v e .  A  d i s p o s a l  
p r o c e d u r e  i s  i n  p l a c e  f o r  t h e  r e m o v a l  o f  h a z a r d o u s  w a s t e .  C o n t a c t  t h e  P h y s i c a l  P l a n t  O f f i c e ,  
A l a n  B r e u e r ,  p h o n e  2 3 6 - 2 9 9 8 .  [ M & C  5 / 1 5 / 9 2 ]  
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HOLIDAYS 
Designated holidays or days on which duties are not to be scheduled are stipulated in the 
IFO/MnSCU Agreement, Article 10, Section D, Subd.1 and the MSUAASF/MnSCU Agreement, 
Article 17. Both contracts include the following fixed holidays: New Year's Day, Martin Luther 
King Day, Memorial Day, Labor Day, Thanksgiving Day, the day after Thanksgiving, Christmas 
Eve Day (or the work day immediately preceding Christmas Day), and Christmas Day. In 
addition, the MSUAASF/MnSCU Agreement includes Independence Day. Both agreements 
include Veterans Day and President's Day which may, through meet and confer, be designated at 
other times. The IFO/MnSCU Agreement includes Columbus Day in this same category. 
IDCARDS 
Photo identification cards are produced in the library at no cost to the faculty member. The photo 
ID card is required for circulation privileges-in the libraiy. It is also useful as local identification 
and is often required to obtain government rates at motels when traveling. For more information 
contact the Library, phone 236-2355. [M&C 5/15/92] 
INSTITUTIONAL ANIMAL CARE AND USE 
Moorhead State Animal Care and Use Policy states that approved protocols are required for care 
and use and use of all vertebrate animals on campus and its satellite facilities. Consult the chair 
.ofthe Institutional Animal Care and Use Committee (IACUC) for further information. 
HUMANSUBJECTSAPPROVAL-SURVEYS 
The process of giving surveys actually constitutes research on human subjects. For those 
planning a survey, they are urged to provide a copy to the Assessment Coordinator, Dr. Willie 
Hallford. He will be happy to provide suggestions on validity and reliability. Surveys that are 
anonymous and do not deal with invasive information about the individuals being surveyed 
present little likelihood of harm to the respondents, however, if any of the questions ask 
respondents about intimate details regarding themselves or their families or others, the survey 
must be approved by the IRB prior to administration. Contact the Dean of Academic Services 
for more information. 
INSTITUTIONAL RESEARCH BOARD (IRB) 
The Institutional Research Board (IRB) is charged to ensure compliance with federal regulations 
established to protect human subjects' participation in research activities. An investigator of any 
kind of research activity, including departmental surveys, undergraduate projects, or similar 
activities, that involve the use ofhuman subjects must obtain approval of the IRB. Contact 
Academic Services. 
INVENTORY 
· Fixed asset inventory lists are maintained in the Business Office and are updated as new 
equipment arrives. Inventory Control, Owens 106, phone 236-2059. [M&C 5/15/92] 
. .  
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K E Y S  
F a c u l t y  a n d  s t a f f  c a n  o b t a i n  b u i l d i n g  a n d  o f f i c e  k e y s  w i t h  a p p r o v a l  f r o m  t h e i r  a p p r o p r i a t e  
d e p a r t m e n t a l  h e a d .  W h e n  e m p l o y e e s  l e a v e  t h e  u n i v e r s i t y ,  t h e y  m u s t  r e t u r n  t h e i r  k e y s  t o  t h e  
9 6  
O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 9 ,  p h o n e  2 3 6 - 2 6 7 5 .  [ M & C  5 / 1 5 / 9 2 ]  
L O S T  A N D  F O U N D  
I t e m s  f o u n d  a r o u n d  c a m p u s  a r e  s e n t  e i t h e r  t o  t h e  E x c h a n g e  i n  t h e  S t u d e n t  U n i o n  o r  t o  t h e  
I n f o r m a t i o n  B o o t h  i n  O w e n s  H a l l .  K e y s  a r e  s e n t  t o  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  
2 0 9 ,  p h o n e  2 3 6 - 2 6 7 5 .  [ M & C  5 / 1 5 / 9 2 ]  
M A I L I N G  P R O C E D U R E S  
B u n d l i n g  t h e  M a i l  
O u t g o i n g  m a i l  i s  p r o c e s s e d  b y  a  m a i l  p r e s o r t  c o m p a n y .  O u t g o i n g  m a i l  f o r  e a c h  a c c o u n t  n u m b e r  
s h o u l d  b e  b u n d l e d  w i t h  a  r u b b e r  b a n d  w i t h  a  c o m p l e t e d  m a i l  r e c o r d  a t t a c h e d ,  b e f o r e  d e p o s i t i n g  i t  
t o  b e  m e t e r e d .  P u t  t h e  f l a p  u p  o n  e a c h  e n v e l o p e  a n d  s t a c k  o n e  e n v e l o p e  o n  t o p  o f  a n o t h e r .  I f  y o u  
c h o o s e  t o  s e a l  a n y  e n v e l o p e s ,  t h e y  m u s t  b e  b u n d l e d  s e p a r a t e l y  f r o m  t h e  u n s e a l e d  o n e s  f o r  e a c h  
d e p a r t m e n t .  A n y  i t e m s  r e q u i r i n g  s p e c i a l  a t t e n t i o n - s u c h  a s  A i r m a i l  ( i n c l u d i n g  C a n a d a  a n d  
M e x i c o  ) - - m u s t  b e  c l e a r l y  l a b e l e d  a n d  p l a c e d  a t  t h e  f r o n t  o f  a  b u n d l e  t o  d r a w  a t t e n t i o n  t o  t h e m .  
C e r t i f i e d  l e t t e r s  a r e  m e t e r e d  a t  t h e  M S U  P o s t  O f f i c e  a n d  s h o u l d  b e  g i v e n  d i r e c t l y  t o  p o s t  o f f i c e  
p e r s o n n e l .  A l l  m a n i l a  e n v e l o p e s  m u s t  b e  s e a l e d  b y  y o u .  S p e c i f y  t h e  c l a s s  f o r  a n y  m a n i l a  
e n v e l o p e s  o r  p a c k a g e s ,  o t h e r w i s e  t l 1 . e y  w i l l  b e  p o s t e d  w i t h  t h e  1 s t  c l a s s  r a t e .  P l a c e  y o u r  a c c o u n t  
n u m b e r  n e a r  t h e  u p p e r  l e f t  c o m e r .  I n t r a - c a m p u s  m a i l  s h o u l d  b e  d e p o s i t e d  s e p a r a t e l y  i n  t h e  
a p p r o p r i a t e  m a i l b o x .  P r e - s t a m p e d  m a i l  s h o u l d  a l s o  b e  d e p o s i t e d  s e p a r a t e l y  i n t o  t h e  U S  m a i l  b o x .  
M a i l  t o  b e  m e t e r e d  i s  c o l l e c t e d  b y  t h e  p r e s o r t  c o m p a n y  a t  1  : 3 0  p m  a n d  4 : 0 0  p m .  
L a r g e  m a i l i n g s  
W h e n  p l a n n i n g  l a r g e  m a i l i n g s ,  c o n s i d e r  u s i n g  ' b u l k  m a i l '  ( r e q u i r e s  2 0 0  i d e n t i c a l  p i e c e s ) .  
A l t h o u g h  i t  i s  e c o n o m i c a l ,  b u l k  m a i l  r e q u i r e s  a  l o n g e r  d e l i v e r  t i m e .  C a m p u s  p o s t  o f f i c e  
p e r s o n n e l  c a n  a s s i s t  w i t h  p r e p a r a t i o n  p r i o r  t o  t h e  m a i l  p r e s o r t  p i c k u p .  
E x p r e s s  M a i l  
D e p a r t m e n t a l  m a i l  i s  s e n t  v i a  A i r b o r n e  E x p r e s s .  T h e  l e t t e r  e x p r e s s  r a t e  f o r  o v e r n i g h t  i s  $ 9 . 0 0 ,  
w i t h  n e x t  d a y  d e l i v e r y  g u a r a n t e e d  t o  m o s t  l a r g e  c i t i e s .  E x p r e s s  m a i l  m u s t  b e  t a k e n  t o  t h e  M S U  
P o s t  O f f i c e  b y  2 : 3 0  p m  t o  s c h e d u l e  a  p i c k u p .  
I n d i v i d u a l  e x p r e s s  m a i l  i s  s e n t  v i a  t h e  U S  P o s t  O f f i c e  e x p r e s s .  T h e  b a s i c  c h a r g e  i s  $ 1 0 . 7 5  f o r  u p  
t o  8  o z .  U s i n g  t h i s  s e r v i c e ,  i t  i s  p r e f e r r e d  t o  h a v e  t h e  e x p r e s s  t o  t h e  C a m p u s  P o s t  O f f i c e  b e f o r e  
n o o n .  
A l l  s t a m p e d  U S  m a i l  i s  c o l l e c t e d  a n d  d e p o s i t e d  a t  t h e  F a r g o  P o s t  O f f i c e  t h e  s a m e  d a y  i t  i s  
r e c e i v e d .  U S  m a i l  i s  c o l l e c t e d  a t  2 : 3 0 p m  a n d  4 : 3 0 p m .  
F o r  a d d i t i o n a l  i n f o r m a t i o n ,  p l e a s e  c o n t a c t  P o s t a l  S e r v i c e s ,  O w e n s  1 0 2 ,  p h o n e  2 3 6 - 2 8 8 5 .  
[ P o s t  O f f i c e  M e m o  2 / 1 7  / 9 7 ]  
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Subpart C. Academic Freedom. The system, colleges, and universities shall 
maintain and encourage full freedom, within the law, of inquiry, teaching, and 
research. Academic freedom comes with a responsibility that all members of our 
education community benefit from it without intimidation, exploitation, or 
coercion. In recognition and support of academic freedom for faculty, students, 
staff members, and other members of the system, college and university 
community, academic freedom shall be considered in investigating and reviewing 
complaints of discrimination or harassment. However, raising issues of academic 
freedom will not excuse discriminatory/harassing behaviors that constitute a 
violation of the Board's non-discrimination policy. 
Part 3. Reports and Complaints. 
All complaints and reports of discrimination/harassment or sexual violence will be 
promptly investigated and appropriate action will be taken as expeditiously as possible. 
Complaints and reports of discrimination/harassment or .sexual violence should be 
reported as soon as possible after the incident( s) in order to be most effectively 
investigated. The system office, colleges, and universities will make reasonable efforts to 
protect the rights of both the complainant and respondent. The system office, colleges, 
and universities will respect the privacy ofthe complainant, the individual(s) against 
whom the complaint is filed (respondent), and the witnesses in a manner consistent with 
the system's and college or university's legal obligations to investigate, to take 
. appropriate action, and to conform with any discovery or disclosure obligations. 
Subpart A. Discrimination/harassment. The system office, colleges, and 
universities encourage any person who feels he or she has been or is being 
subjected to discrimination/harassment to report the incident to the designated 
office. Any student, faculty member or employee who knows of, receives 
information about or receives a complaint of discrimination/harassment is urged to 
report the information or complaint to the system office, college, or university 
designated office. Administrators and supervisors must report incidents of 
discrimination/harassment to the designated office in a timely manner. 
Subpart B. Sexual Violence. The system office, colleges, and universities 
encourage any person who has questions about or feels he or she has experienced 
sexual violence to, individually or through another person, see the designated 
officer or one of these contact people for assistance: 
Designated Officer 
Barbara Seiler, Affirmative Action Officer 
Owens214B 
236-2229 (Voice) 
• .  
1 9 9 9  F a c u l t y  H a n d b o o k  R e v i s i o n  
1 0 4  
O t h e r  R e s o u r c e  P e r s o n s  
I n  a d d i t i o n  t o  t h e  d e s i g n a t e d  o f f i c e r ,  t h e  f o l l o w i n g  p e o p l e  a r e  a v a i l a b l e  
t o  l i s t e n ,  a n s w e r  y o u r  q u e s t i o n s ,  a n d  d i s c u s s  y o u r  o p t i o n s .  
K a t h y  S c o t t ,  A s s o c i a t e  D i r e c t o r  o f  S t u d e n t  D e v e l o p m e n t  
C o m s t o c k  M e m o r i a l  U n i o n  2 2 2  
2 3 6 - 2 1 7 4  ( V o i c e )  
M i k e  P e h l e r ,  D i r e c t o r  o f  C a m p u s  S e c u r i t y  
B a l l a r d  H a l l  1 6 6  
2 9 9 - 5 8 6 9  ( V o i c e )  2 3 8 - 9 5 2 5  ( C e l l )  
J e a n  H o l l a r ,  A c c o u n t i n g  O f f i c e r  
C o m s t o c k  M e m o r i a l  U n i o n  1 1 5 E  
2 3 6 - 2 5 7 7  ( V o i c e )  
F o r  T D D  C o m m u n i c a t i o n ,  c o n t a c t  t h e  M i n n e s o t a  R e l a y  S e r v i c e  a t  1 - 8 0 0 - 6 2 7 - 3 5 2 9 .  
T h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s  e n c o u r a g e  t h e  r e p o r t i n g  o f  a n y  a n d  a l l  
i n c i d e n t s  o f  s e x u a l  v i o l e n c e  t o  a  l a w  e n f o r c e m e n t  a g e n c y ;  a n d  s y s t e m  c o l l e g e s  a n d  
u n i v e r s i t i e s  w i l l  r e p o r t  i n c i d e n t s  o f  s e x u a l  v i o l e n c e / a s s a u l t  a s  r e q u i r e d  b y  l a w .  A  
v e r b a l  o r  w r i t t e n  c o m p l a i n t  o f  s e x u a l  v i o l e n c e  m a y  b e  m a d e  d i r e c t l y  t o  t h e  
d e s i g n a t e d  o f f i c e r  o r  t o  o n e  o f  t h e  c o n t a c t  p e o p l e  n a m e d  a b o v e .  A n y  s t u d e n t  o r  
e m p l o y e e  w h o  r e c e i v e s  i n f o r m a t i o n  a b o u t  o r  a  c o m p l a i n t  o f  s e x u a l  v i o l e n c e  i s  
u r g e d  t o  n o t i f y  t h e  d e s i g n a t e d  o f f i c e r  w i t h i n  t w o  w o r k i n g  d a y s .  I f  t h e  c o m p l a i n t  i s  
a g a i n s t  t h e  d e s i g n a t e d  o f f i c e r ,  t h e  v e r b a l  o r  w r i t t e n  c o m p l a i n t  m a y  b e  m a d e  d i r e c t l y  
t o  t h e  p r e s i d e n t  o r  t o  t h e  p r e s i d e n t ' s  d e s i g n e e ,  w h o  w i l l  f o l l o w  t h e  p r o c e d u r e s  
c o n t a i n e d  i n  t h i s  p o l i c y .  I f  t h e  c o m p l a i n t  i s  a g a i n s t  t h e  p r e s i d e n t ,  t h e  v e r b a l  o r  
w r i t t e n  c o m p l a i n t  m a y  b e  m a d e  t o  t h e  c h a n c e l l o r  w h o  w i l l  f o l l o w  t h e  p r o c e d u r e s  
c o n t a i n e d  i n  t h i s  p o l i c y .  
P a r t  4 .  E x c l u s i v e  R e p r e s e n t a t i v e  I n v o l v e m e n t .  
E m p l o y e e s  c o v e r e d  b y  a  c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t  h a v e  t h e  r i g h t  t o  r e q u e s t  u n i o n  
r e p r e s e n t a t i o n  t h r o u g h o u t  t h e  p r o c e d u r e s  o u t l i n e d  b e l o w .  T h e  D e s i g n a t e d  O f f i c e r  m u s t  
i n f o r m  c o v e r e d  e m p l o y e e s  o f  t h i s  r i g h t .  T h e  e m p l o y e r  r e c o g n i z e s  t h e  o b l i g a t i o n  o f  t h e  
u n i o n  t o ,  a t  t h e  r e q u e s t  o f  t h e  m e m b e r ,  r e p r e s e n t  t h o s e  b a r g a i n i n g  u n i t  m e m b e r s  b r i n g i n g  
c l a i m s  o f  d i s c r i m i n a t i o n  o r  d e f e n d i n g  a g a i n s t  a l l e g a t i o n s  o f  d i s c r i m i n a t i o n .  
N o t h i n g  i n  t h i s  p r o c e d u r e  i s  i n t e n d e d  t o  expand~ d i m i n i s h ,  o r  a l t e r  i n  a n y  m a n n e r  
w h a t s o e v e r  a n y  r i g h t  o r  r e m e d y  a v a i l a b l e  u n d e r  t h e  c o l l e c t i v e  b a r g a i n i n g  a g r e e -
m e n t .  I n  t h i s  r e g a r d ,  i f  r e s o l u t i o n  o f  a  c o m p l a i n t  i s  n o t  r e a c h e d ,  t h e  i s s u e  o f  
w h e t h e r  j u s t  c a u s e  e x i s t s  f o r  d i s c i p l i n a r y  a c t i o n  i s  s u b j e c t  t o  a  g r i e v a n c e  u n d e r  t h e  
c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t  t h r o u g h  a r b i t r a t i o n .  T h e  d e c i s i o n  o f  t h e  a r b i t r a t o r ,  
o n  j u s t  c a u s e ,  s h a l l  b e  b a s e d  u p o n  e v i d e n c e  p r e s e n t e d  d u r i n g  a r b i t r a t i o n .  I f  a n  
e m p l o y e e  i s  d i s c i p l i n e d  u n d e r  t h i s  c o m p l a i n t  p r o c e d u r e  a n d  t h e r e  i s  a  s u b s e q u e n t  
a r b i t r a t i o n ,  u n d e r  a  c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t ,  t h e  a r b i t r a t o r  s h a l l  c o n s i d e r  
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Publications will bid off-campus printing orders up to $50,000. Printing requisitions over 
$50,000 may require System office approval. Processing time for biddable orders varies from 
3 to 6 weeks, so please plan your needs accordingly. Do not issue multiple orders under 
$10,000 to avoid the bidding process, as that is a violation of Minnesota Statute, Chap 16A. 
Orders up to $10,000 may be made by using a DPO provided the department head or 
administrative supervisor approves the purchase. Purchases should be shipped to Central 
Receiving and billed to the Business Office. Telephone orders and over-the-counter purchases 
should be avoided whenever possible. 
Non-State Employee Service Agreements- Long Form Contracts 
Requests to hire non-state employees for professional or technical services should be 
submitted in writing to the Business Office no less than four months prior to the date the 
services are needed. Long Contracts must be approved by-the Commissioner of Finance prior 
to the date the contractor commences the work. 
Student Activities Accounts. Health Service. and Self-Supporting Activity Accounts 
Any individual brought to the campus community to complete a service to the University 
(examples would be consulting, lectures, sports officiating, doctors, etc.) must complete a 
contract BEFORE coming to the campus. Please contact the Purchasing Director or Activities 
Account Executive in the Business Office with any questions regarding the completion of the 
proper contract form. 
Activities purchase orders should be obtained from the Business Office for purchases of 
merchandise, supplies, repairs, and so on . . Three telephone quotes are required on printing, 
supplies, and equipment orders over $500 to be obtained from a non-contract vendor. Written 
bids must be obtained for orders over $1,000. Assistance with obtaining written bids will be 
given by the Purchasing Director. Any repairs estimated at over $500 should be reported to 
the Purchasing Director or the Business Manager BEFORE commitment of funds from 
Student Activities. Activity Travel Request forms can be obtained from the Business Office. 
Specific travel policy and procedures as well as other SABC policies and procedures are 
further outlined in the Student Handbook under "Student Activity Budget Committee." The 
Handbook is available from the CMU Student Organization Resource Center. 
Residence Hall Accounts 
Prior approval is obtained from the Housing Office account clerk for all purchases for the 
resid~nce hall floor or RA accounts. These purchases are usually of$75 or less and, upon 
approval, will be given a DPO to be supplied to the vendor with the order. 
For main office purchases for maintenance, heating, or repair items, the limit is $300, and the 
respective supervisor over the repair approves this purchase. For all other purchases, the 
Housing Director must be involved in the purchase. 
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S t u d e n t  U n i o n  A c c o u n t s  
A  P u r c h a s e  O r d e r  R e q u i s i t i o n  f o r m  i s  r e q u i r e d  f o r  a l l  p u r c h a s e s  m a d e  b y  t h e  s t u d e n t  m a n a g e d  
s e r v i c e  a r e a s .  T h e  f o r m  i s  a p p r o v e d  b y  t h e  d i r e c t o r  a n d  f o r w a r d e d  t o  t h e  a c c o u n t  c l e r k  f o r  
i s s u a n c e  o f  t h e  D P O .  F o r  p u r c h a s e s  a b o v e  t h e  n o r m a l  r e p l e n i s h m e n t  o f  i n v e n t o r y ,  m u l t i p l e  
b i d s  a r e  r e q u i r e d  o n  t h e  r e q u i s i t i o n  f o r m .  
U n i v e r s i t y  B o o k s t o r e  P u r c h a s e s  
D e p a r t m e n t s  n e e d i n g  t o  p u r c h a s e  i t e m s  f r o m  t h e  B o o k s t o r e  s h o u l d  g i v e  t h e i r  M  &  E  o r  G r a n t  
a c c o u n t  n u m b e r  t o  t h e  c a s h i e r  a t  t h e  t i m e  o f  p u r c h a s e .  D P O s  n e e d  n o t  b e  p r e p a r e d .  T h e  
B o o k s t o r e  b i l l s  a u t o m a t i c a l l y  a n d  y o u r  d e p a r t m e n t  w i l l  b e  c h a r g e d  m o n t h l y  f o r  a n y  a n d  a l l  
m e r c h a n d i s e  r e c e i v e d .  
P u r c h a s e s  f o r  P r e v i e w  a n d / o r  A p p r o v a l  
G e n e r a l l y  t h i s  w i l l  a p p l y  t o  i t e m s  s u c h  a s  f i l m s  a n d  b o o k s .  D e p a r t m e n t s  w i l l  p r e p a r e  a n d  
s u b m i t  a  D P O .  N o t e  o n  t h e  D P O  t h a t  t h e  i t e m s  a r e  b e i n g  o r d e r e d  f o r  p r e v i e w  o r  a p p r o v a l ,  a n d  
n o t e  t h e  n u m b e r  o f  d a y s  r e q u i r e d  f o r  p r e v i e w  a f t e r  t h e  i t e m s  h a v e  b e e n  r e c e i v e d  a t  t h e  
d e p a r t m e n t .  A f t e r  t h e  d e p a r t m e n t  h a s  r e c e i v e d  t h e  i t e m s  o r d e r e d ,  a d v i s e  P u r c h a s i n g  i n  t h e  .  
B u s i n e s s  O f f i c e ,  i n  w r i t i n g ,  w h e t h e r  o r  n o t  t h e  i t e m s  w i l l  b e  r e t u r n e d  t o  t h e  v e n d o r  o r  r e t a i n e d  
b y  t h e  d e p a r t m e n t .  A l l  r e t u r n s  m u s t  b e  r o u t e d  t h r o u g h  R e c e i v i n g .  F o r  p u r c h a s e s  r e t u r n e d  t o  
t h e  v e n d o r ,  P u r c h a s i n g  w i l l  c a n c e l  t h e  p u r c h a s e  o r d e r .  F o r  p u r c h a s e s  r e t a i n e d  b y  t h e  
d e p a r t m e n t ,  P u r c h a s i n g  w i l l  p r o c e s s  p a y m e n t .  
P u r c h a s i n g  R e q u i r i n g  A d v a n c e  P a y m e n t  
P u r c h a s e s  o f  m a t e r i a l s ,  b o o k s  a n d  s o f t w a r e  t h a t  r e q u i r e  a d v a n c e  p a y m e n t  t o  t h e  v e n d o r  m a y  
b e  p r o c e s s e d  t h r o u g h  t h e  B u s i n e s s  O f f i c e .  T h e  D P O  m u s t  i n c l u d e  a  n o t a t i o n  t h a t  a  p a y m e n t  i n  
a d v a n c e  i s  r e q u i r e d  b y  t h e  v e n d o r  a n d  s u p p o r t i v e  d o c u m e n t a t i o n ,  s u c h  a s  a  v e n d o r  s p e c i a l  
o r d e r  f o r m  o r  a d v e r t i s e m e n t ,  m u s t  b e  a t t a c h e d .  [ M & C  5 / 1 5 / 9 2 ]  
R A D I A T I O N  S A F E T Y  
A l l  p r i n c i p a l  i n v e s t i g a t o r s ,  f a c u l t y ,  s t a f f  a n d  s t u d e n t s  w i s h i n g  t o  u s e  r a d i o i s o t o p i c  m a t e r i a l  f o r  
r e s e a r c h  o r  r e a c h i n g  p r o j e c t s  m u s t  r e c e i v e  p r i o r  a p p r o v a l  f r o m  t h e  M o o r h e a d  S t a t e  U n i v e r s i t y  
R a d i a t i o n  S a f e t y  C o m m i t t e e  . .  D o c u m e n t e d  t r a i n i n g  w i l l  b e  r e q u i r e d .  C o n t a c t  t h e  R a d i a t i o n  
S a f e t y  O f f i c e r ,  J o s e p h  P r o v o s t ,  2 1 8 - 2 8 7 - 5 0 8 5 .  
R E C E I V I N G  A N D  D E L I V E R Y  S E R V I C E S  
M o o r h e a d  S t a t e  U n i v e r s i t y  r e q u i r e s  v e n d o r s  t o  d e l i v e r  a l l  o r d e r e d  i t e m s  t o  o n e  c e n t r a l  a r e a  
w h e r e  t h e  c o m m o d i t i e s  c a n  b e  m a t c h e d  w i t h  t h e  l o c a l  D P O  o r  r e q u i s i t i o n  f o r  p u r c h a s e .  S i n c e  
i t  i s  d i f f i c u l t  f o r  r e c e i v i n g  p e r s o n n e l  t o  t h o r o u g h l y  i n s p e c t  t e c h n i c a l  e q u i p m e n t ,  f a c u l t y  a n d  
s t a f f  m u s t  r e p o r t  t o  t h e  R e c e i v i n g  D e p a r t m e n t  t h e  r e c e i p t  o f  i m p e r f e c t ,  d a m a g e d ,  o r  o t h e r w i s e  
u n s a t i s f a c t o r y  a r t i c l e s .  A l l  i t e m s  m u s t  b e  p r o c e s s e d  t h r o u g h  R e c e i v i n g .  I f  a n  o r d e r  i s  r e c e i v e d  
d i r e c t l y ,  c o n t a c t  R e c e i v i n g  i m m e d i a t e l y .  R e c e i v i n g  D e p t . ,  M a i n t e n a n c e  B u i l d i n g ,  p h o n e  
2 3 6 - 2 2 7 9 .  [ M & C  5 / 1 5 / 9 2 ]  
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RECYCLING 
Moorhead State University operates a recycling program which is designed to recover 
aluminum cans, used office paper, and silver. Receptacles are placed in designated areas of 
buildings and are emptied periodically (call for service if one is full). Recycling is 
coordinated by the Physical Plant department, phone 236-3967. [M&C 5/15/92] 
REMODELING 
All proposed space use changes that require remodeling and/or renovation are to be 
communicated in writing to the Office of Administrative Affairs by the department 
chairperson. The Physical Plant Director will then review, approve, and prioritize them before 
generating work order requests. Emergency remodeling and rehabilitation needs are to be 
brought to the attention of Administrative Affairs as soon as possible. [M&C 5/15/92] 
REP AIR AND PAINTING 
All minor repair needs are to be communicated by telephone or in writing by the department 
chairperson to the Physical Plant office. Requests will be entered into the work order system 
for completion as soon as possible, with the most urgent requests completed first. Physical 
Plant, phone 236-2460. [M&C 5/15/92] 
SCHEDULING OF OFFICES, CLASSROOMS, OTHER SPACE AND GROUNDS 
Department Heads assign faculty offices on a non-permanent basis, subject t~ the approval of 
the Vice President for Administrative Affairs. Classrooms are assigned by the Registrar. 
Special requests for the use of campus facilities or space on MSU grounds should be 
forwarded to the Scheduling Services, phone 236-2586. Requests for residence hall facilities 
should be submitted to the Housing Office, 120 Ballard Hall, phone 236-2118. Scheduling of 
·the Comstock Memorial Union is arranged through the CMU, phone 236-3587. 
[M&C 5/15/92] 
SECURITY- NIGHT WATCH PROGRAM 
See Campus Security (p~ge 79). Call236-2449. 
SMOKING POLICY 
Smoking is prohibited iri all Moorhead State University facilities, including private offices 
within facilities and in residence halls, except areas which are specifically designated as 
"smoking-permitted" areas. 
Rooms assigned to individuals in residence halls may be designated as "smoking-permitted" 
areas, provided that all individuals assigned to the same room agree that smoking will be 
permitted in that room. No cigars or pipes may be smoked in any smoking-permitted areas. 
Cars and station wagons in the MSU motor pool will be designated no-smoking or smoking 
permitted. At the time of reservation, persons may indicate whether they wish to reserve a 
. .  
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n o - s m o k i n g  o r  a  s m o k i n g - p e r m i t t e d  v e h i c l e .  W h e n  t w o  o r  m o r e  p e r s o n s  a r e  t r a v e l i n g  i n  a  c a r  
o r  s t a t i o n  w a g o n ,  t h e  v e h i c l e  w i l l  b e  d e s i g n a t e d  n o - s m o k i n g ,  u n l e s s  a l l  t h e  p a s s e n g e r s  a g r e e  
t o  p e r m i t  s m o k i n g .  V a n s  u t i l i z e d  f o r  " g r o u p  t r a v e l "  w i l l  b e  d e s i g n a t e d  " n o - s m o k i n g . "  
T h i s  p o l i c y  d o e s  n o t  p r o h i b i t  t h e  l i g h t i n g  o f  t o b a c c o  b y  a n  a d u l t  a s  p a r t  o f  a  t r a d i t i o n a l  N a t i v e  
A m e r i c a n  s p i r i t u a l  o r  c u l t u r a l  c e r e m o n y ,  i n  a n  o t h e r w i s e  n o - s m o k i n g  a r e a .  
S m o k i n g - p e r m i t t e d  a r e a s  w i l l  b e  e s t a b l i s h e d  a n d  r e v i e w e d  a n n u a l l y  b y  t h e  O f f i c e  o f  
A d m i n i s t r a t i v e  A f f a i r s ,  a n d  w h e r e  i t  i s  d e e m e d  t h a t  t h e  b e s t  i n t e r e s t  o f  t h e  U n i v e r s i t y  i s  
s e r v e d ,  a d j u s t m e n t s  w i l l  b e  m a d e  a c c o r d i n g l y .  
A n y  m e m b e r  o f  t h e  U n i v e r s i t y  C o m m i t t e e  m a y  r e c e i v e  i n f o r m a t i o n  a n d  m a k e  s u g g e s t i o n s  o n  
t h i s  p o l i c y  b y  w r i t t e n  c o m m u n i c a t i o n  t o  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  R o o m  2 0 8 ,  
O w e n s  H a l l .  [ T h i s  p o l i c y  b e c a m e  e f f e c t i v e  J u l y  1 ,  1 9 9 6 . ]  
T E L E P H O N E  U S A G E  
T h e  w a t s  n e t w o r k  i s  p r o v i d e d  f o r  o f f i c i a l  s t a t e  b u s i n e s s  o n l y .  L o n g  d i s t a n c e  p e r s o n a l  c a l l s  
a r e  u n a u t h o r i z e d  o n  w a t s  a n d  b y  d i r e ( ; t  d i a l  a n d  s h o u l d  b e  ( a )  c h a r g e d  t o  o n e ' s  r e s i d e n c e  
t e l e p h o n e ,  ( b )  p u t  o n  p e r s o n a l  p h o n e  c a r d ,  o r  ( c )  m a d e  f r o m  a  p a y  p h o n e .  T e l e p h o n e  f r a u d  i s  a  
s e r i o u s  a b u s e .  A b u s e r s  w i l l  b e  r e q u i r e d  t o  r e i m b u r s e  t h e  U n i v e r s i t y ,  p l u s  p a y  a  f i n e ,  p l u s  p a y  
b o t h  f e d e r a l  a n d  s t a t e  b a c k  t a x e s .  
O n - C a m p u s  C a l l i n g :  W h e n  c a l l i n g  a  u n i v e r s i t y  n u m b e r  f r o m  a n o t h e r  u n i v e r s i t y  p h o n e ,  l i s t e n  
f o r  t h e  d i a l  t o n e  a n d  d i a l  o n l y  t h e  f o u r - d i g i t  e x t e n s i o n  y o u  w i s h .  
O f f - C a m p u s  L o c a l  C a l l s :  D i a f  9 ,  l i s t e n  f o r  t h e  d i a l  t o n e ,  t h e n  d i a l  t h e  n u m b e r  y o u  w i s h .  
T r a n s f e r r i n g  C a l l s :  T o  t r a n s f e r  a n y  i n c o m i n g  c a l l s ,  d e p r e s s  y o u r  r e c e i v e r  b u t t o n  o n c e  f o r  
a b o u t  a  s e c o n d .  I f  n o t h i n g  h a p p e n s ,  r e p e a t  t h i s  s t e p .  W h e n  y o u  h e a r  a  d i a l  t o n e ,  d i a l  t h e  f o u r -
d i g i t  n u m b e r  o f  t h e  p e r s o n  t o  w h o m  y o u  w i s h  t o  t r a n s f e r  t h e  c a l l .  I f  y o u  h e a r  t h e  r i n g i n g  t o n e ,  
y o u  m a y  h a n g  u p .  I f  y o u  h e a r  a  b u s y  s i g n a l ,  d e p r e s s  t h e  r e c e i v e r  t w i c e  ( o n c e  g e t s  t h e  c a l l e r  
b a c k ,  a n d  t w i c e  d i s c o n n e c t s  t h e  b u s y  s o u n d )  a n d  t e l l  t h e  c a l l e r  t h e  l i n e  i s  b u s y ;  g i v e  t h e m  t h e  
p h o n e  n u m b e r .  
I n  m o s t  d e p a r t m e n t s ,  f a c u l t y  h a v e  t h e  " c a l l - f o r w a r d i n g "  f e a t u r e  o n  t h e i r  p h o n e s .  I f  t h e i r  
p h o n e  i s  n o t  a n s w e r e d  b y  t h e  3 r d  o r  4 t h  r i n g ,  i t  m a y  r i n g  o u t  t o  t h e  d e p a r t m e n t  s e c r e t a r y .  
L o n g  D i s t a n c e  C a l l s :  T h e  W A T S  n e t w o r k  i s  p r o v i d e d  f o r  o f f i c i a l  s t a t e  b u s i n e s s  o n l y .  
P e r s o n a l  c a l l s  a r e  n o t  a u t h o r i z e d  o n  W A T S  o r  b y  d i r e c t  d i a l  a n d  s h o u l d  b e  c h a r g e d  t o  o n e ' s  
r e s i d e n c e  t e l e p h o n e  o r  p e r s o n a l  c r e d i t  c a r d  o r  m a d e  f r o m  a  p a y  p h o n e .  
A V O I D  E X T R A  L O N G  D I S T A N C E  C H A R G E S :  W h e n  y o u  a r e  p l a c i n g  a  c a l l  a n d  r e c e i v e  a  
b u s y  s i g n a l  o r  n o  a n s w e r ,  i t  i s  i m p o r t a n t  t o  h a n g  u p  l o n g  e n o u g h  t o  d i s c o n n e c t  t h e  r i n g i n g  o r  
b u s y  s i g n a l  b e f o r e  p l a c i n g  y o u r  n e x t  c a l l .  H a n g i n g · u p  f r o m  t h e  f i r s t  c a l l  f o r  t e n  s e c o n d s  w i l l  
s u f f i c e .  N o t  h a n g i n g  u p  l o n g  e n o u g h  w i l l  r e s u l t  i n  p u t t i n g  t h e  p r e v i o u s  c a l l  o n  h o l d  s o  t h a t  
c h a r g e s  f o r  t h a t  c a l l  w i l l  c o n t i n u e  t o  a d d  u p .  
1999 Faculty Handbook Revision 119 
Directory Assistance: When calling long distance information for assistance, do so by direct 
dialing, not by using the WATS line, as follows: 9-1-area code-555-1212. 
We are not to accept any COLLECT calls. 
International Calls: Nearly all 6 digit ID numbers on campus have. restrictions from dialing 
internationally. This is new enforcement by the State Telecommunications office and phone 
company applied to all State ofMN agencies as a precaution by State Telecommunications to 
prevent fraudulent calls. There has been one ID number cleared for international calls for 
each department. Please check with your department secretary or Kathy Schmidt in the 
Business Office on how to access the international ID number. If your position with MSU 
requires frequent international calls, you may be able to get your ID number cleared to make 
these calls on the W ats line. · 
If you know the country/city codes you dial direct as follows: . 
8-011-Country code-City code-Phone #-your ID # 
If you don't know the country/city code, see if it is on the list in the Fargo-Moorhead phone 
directory. 
If you are unable to dial through by yourself, place the call with operator assistance as 
follows: 
9-1-0-2880- ... an AT&T operator will then come on the line to help you place the 
call. 
Speaker Phones: These are available for check-out from Kathy Schmidt in the Business 
Office. 
Off-Campus Conference Calls: Detailed instructions for setting up conference calls are 
available from the Business Office. 
If you have questions, call Kathy Schmidt, 2221. [Office Memo 8/14/92] 
TRAVEL 
Reimbursement 
If you wish to be reimbursed for a trip you must: 
1. Complete a Travel Requisition form for each individual at least two weeks in advance of 
the trip whether or not the travel is to be paid by the University and submit to Business 
Office. 
2. Complete a Request for Approval to Incur Special Expenses (if necessary) and submit to 
Business Office. 
3. Complete an Employee Expense Report form immediately upon return and submit to 
Business Office with original receipts. 
..  
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R e i m b u r s e m e n t  t o  e m p l o y e e s  f o r  u n i v e r s i t y - r e l a t e d  t r a v e l  e x p e n s e s  i s  a l l o w e d  w i t h i n  i n t e r n a l  
a n d  s t a t e  p o l i c i e s  a n d  p r o c e d u r e s .  A l l  r e i m b u r s e m e n t  c l a i m s  s h o u l d  b e  s u b m i t t e d  p r o m p t l y .  
N o  a u t h o r i z a t i o n  t o  t r a v e l  i s  g i v e n  u n l e s s  a p p r o p r i a t e  i n - s t a t e  o r  o u t - o f - s t a t e  t r a v e l  f u n d s  a r e  
a v a i l a b l e  i n  t h e  b u d g e t  o f  t h e  e m p l o y e e ' s  d e p a r t m e n t .  T r a v e l  e x p e n s e s  a r e  p a i d  o n l y  a f t e r  
t r a v e l  h a s  b e e n  a u t h o r i z e d  i n  a d v a n c e  b y  t h e  e m p l o y e e ' s  a c a d e m i c  o r  a d m i n i s t r a t i v e  u n i t  h e a d .  
S t a f f  m e m b e r s  s e e k i n g  t r a v e l  r e i m b u r s e m e n t  m u s t  c o m p l e t e  a l l  n e c e s s a r y  s t a t e  e x p e n s e  
f o r m s .  D e t a i l e d  t r a v e l  r e i m b u r s e m e n t  p r o c e d u r e s  a r e  a v a i l a b l e  f r o m  t h e  B u s i n e s s  O f f i c e .  
M e a l s  
N o  e m p l o y e e  m a y  c l a i m  r e i m b u r s e m e n t  f o r  m o r e  t h a n  t h e  a m o u n t  p a i d  o f  h i s / h e r  m e a l s .  
R e c e i p t s  a r e  n o t  r e q u i r e d  f o r  m e a l s ,  b u t  e a c h  m e a l  m u s t  b e  l i s t e d  s e p a r a t e l y  a n d  m u s t  i n c l u d e  
d a t e ,  c i t y  a n d  c o s t  o f  m e a l .  
1 .  M a x i m u m  r e i m b u r s e m e n t  r a t e s  f o r  m e a l s ,  i n c l u d i n g  s a l e s  t a x ,  a s  o f  J a n u a r y  2 8 ,  1 9 9 8 ,  
f o l l o w s .  M n S C U  r a t e s  a p p l y  w h e r e  b a r g a i n i n g  a g r e e m e n t s  d o  n o t  s p e c i f y  a m o u n t s .  
B r e a k f a s t  $ 7 . 0 0  
L u n c h  9 . 0 0  
D i n n e r  1 5 . 0 0  
I n  m e t r o p o l i t a n  a r e a s  o f  A t l a n t a ,  B o s t o n ,  C h i c a g o ,  C l e v e l a n d ,  D a l l a s ,  D e n v e r ,  D e t r o i t ,  
H a r t f o r d ,  H o u s t o n ,  K a r i s a s  C i t y ,  L o s  A n g e l e s ,  M i a m i ,  N e w  O r l e a n s ,  N e w  Y o r k  C i t y ,  
P h i l a d e l p h i a ,  P o r t l a n d ,  S t .  L o u i s ,  S a n  D i e g o ,  S a n  F r a n c i s c o ,  S e a t t l e ,  W a s h i n g t o n ,  
D C / B a l t i m o r e ,  o r  l o c a t i o n s  o u t s i d e  c o n t i g u o u s  4 8  s t a t e s ,  r a t e s  a r e :  
B r e a k f a s t  $ 1 0 . 0 0  
L u n c h  1 2 . 0 0  
D i n n e r  2 0 . 0 0  
A s  o f  1 9 9 7 ,  t h e  M M N S t a t e  o f M i n n e s o t a . a n d  t h e  M A P E / S t a t e  o f  M i n n e s o t a  A g r e e m e n t  
d i f f e r s  f r o m  t h e  a b o v e  i n  r e i m b u r s e m e n t  o f  b r e a k f a s t  a m o u n t s  b u t  l i s t s  t h e  s a m e  s e t  o f  c i t i e s .  
A F S C M E ,  C o u n c i l 6 / S t a t e  o f M i n n e s o t a ,  d i f f e r s  i n  l u n c h  a n d  d i n n e r  a m o u n t s  a n d  h a s  n o  
p r o v i s i o n s  f o r  h i g h e r  a m o u n t s  i n  m e t r o p o l i t a n  c i t i e s .  R e f e r  t o  t h e  a p p r o p r i a t e  A g r e e m e n t .  
2 .  T i m e s  a n d  l o c a t i o n s  f o r  a l l  d e p a r t u r e s  a n d  a r r i v a l s  m u s t  b e  d e t a i l e d  o n  t h e  e x p e n s e  r e p o r t .  
B r e a k f a s t  e x p e n s e  o n  d a y  o f  d e p a r t u r e  c a n  o n l y  b e  r e i m b u r s e d  i f  t h e  s t a f f  m e m b e r  l e f t  
h o m e  b e f o r e  6  a . m .  D i n n e r  e x p e n s e  o n  t h e  d a y  o f  a r r i v a l  b a c k  h o m e  c a n  o n l y  b e  
r e i m b u r s e d  i f  t h e  s t a f f  m e m b e r  r e t u r n e d  h o m e  a f t e r  7  p . m .  
3 .  W h e n  m e a l  e x p e n s e s  a r e  i n c l u d e d  i n  t h e  l o d g i n g  r e c e i p t ,  t h e  a m o u n t  c l a i m e d  f o r  m e a l s  
m u s t  a g r e e  w i t h  t h e  r e c e i p t  n o t  t o  e x c e e d  m a x i m u m  a l l o w a n c e .  
4 .  S t a f f  m e m b e r s  c a n n o t  c l a i m  r e i m b u r s e m e n t  f o r  m e a l s  p u r c h a s e d  f o r  a  g u e s t  o r  a n o t h e r  
s t a t e  e m p l o y e e .  
5 .  A  n o o n  l u n c h  m a y  b e  c l a i m e d  i f  a  s t a f f  m e m b e r  i s  o n  t r a v e l  s t a t u s ,  e v e n  t h o u g h  t h e  
e m p l o y e e  i s n ' t  c l a i m i n g  l o d g i n g ,  w h e n  t h e  d i s t a n c e  f r o m  h i s / h e r  w o r k  s t a t i o n  t o  t h e  f i e l d  
a s s i g n m e n t  i s  3 5  o r  m o r e  r o a d  m i l e s  a n d  e x t e n d s  t h r o u g h  t h e  n o r m a l  l u n c h  p e r i o d .  S u c h  
1999 Faculty Handbook Revision 121 
reimbursements, however, will be considered "meals without lodging" and be subject to 
income taxes. 
6. If the cost of commercial transportation, registration fees, etc., covers meal expenses, the 
employee is not entitled to additional reimbursement except for special dietary concerns, 
and/or air travel turbulence makes eating difficult. 
Travel by State Owned Vehicle 
1. State vehicles are reserved through the Maintenance Department, phone 236-2662. 
2. Minor expenses incurred in the operation of the state vehicle and not covered by a state 
credit card or emergency field order (purchase order) may be claimed for reimbursement 
(e.g., parking fees and road tolls). 
Travel by Private Automobile 
1. Mileage shall be paid for the shortest direct route according to official highway 
department records. If driving in the vicinity of the destination was necessary, the total of 
such driving for each day must be shown as a separate item in the "local miles" column of 
the claim form. Odometer readings are not required, but may be used if mileage cannot be 
determined from state maps or mileage book. 
2. The department head shall require proof of automobile insurance before approving private 
car mileage. When mileage is claimed in lieu of commercial transportation, the total cost 
of mileage claimed cannot exceed the lowest cost obtainable from a commercial carrier. 
Lodging and meals reimbursements are limited to those that would have been incurred 
using commercial transportation. Cost of commercial transport must be noted on expense 
report. 
3. An employee may be reimbursed for car rental if a state car is unavailable for use and a 
rental car is the only or least expensive method of transportation. An itemized statement 
for the rental must be submitted with the request for reimbursement. 
4. Employees using state owned or private cars shall be reimbursed for the actual parking 
fee. If a receipt has been issued it must be turned in with the request for reimbursement. 
The current allowance for mileage is $.24 per mile if a state car was available and $.31 per 
mile if a state car was not available. 
Travel by Commercial Carrier 
1. Original receipts must accompany claims for reimbursement. Receipts from credit cards 
are unacceptable. Under Minnesota Statutes M.S. 16A.58, original receipts must 
accompany claims for reimbursement. Photocopied or duplicated receipts or receipts 
from credit cards are unacceptable. Copies of cancelled checks are also unacceptable. 
2. If traveling by commercial airline, reimbursement is limited to tourist class air fare. 
. .  
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3 .  I f  t r a v e l i n g  b y  r a i l r o a d  o r  b u s ,  r e i m b u r s e m e n t  i s  i n  a c c o r d a n c e  w i t h  M i n n e s o t a  t r a v e l  
r e g u l a t i o n s .  
4 .  R e c e i p t s  a r e  n o t  n e c e s s a r y  f o r  t r a v e l  b y  l i m o u s i n e ,  t a x i ,  o r  c i t y  b u s .  
5 .  A  s t a f f  m e m b e r  m a y  n o t  c l a i m  r e i m b u r s e m e n t  f o r  t r a v e l  i n s u r a n c e .  
1 2 2  
6 .  A  n u m b e r  o f  c o m m e r c i a l  a i r  c a r r i e r s  p r o v i d e  c a s h  p a y m e n t s ,  d i s c o u n t  c o u p o n s  a n d  f r e e  
t i c k e t s  e i t h e r  a s  c o m p e n s a t i o n  t o  p a s s e n g e r s  w h o  h a v e  b e e n  d e l a y e d  o r  a s  r e w a r d s  f o r  
f r e q u e n t  t r i p s  w i t h  a  s p e c i f i c  a i r l i n e .  C o m p e n s a t i o n  f r o m  s o u r c e s  o f  t h i s  k i n d  i s  t h e  
p r o p e r t y  o f  t h e  s t a t e ,  a c c o r d i n g l y ,  e m p l o y e e s  t r a v e l i n g  a t  s t a t e  e x p e n s e  m u s t  r e m i t  t h e s e  
b e n e f i t s  t o  t h e  s t a t e .  
A I R L I N E  F R E Q U E N T  F L Y E R  P R O G R A M  
M . S .  1 5 . 4 3 5  r e q u i r e s  a n y  c r e d i t s  o r  o t h e r  b e n e f i t s  i s s u e d  b y  a n  a i r l i n e  t o  a  p u b l i c  e m p l o y e e  
w h o  u s e s  p u b l i c  f u n d s  t o  p a y  f o r  a i r l i n e  t r a v e l  t o  a c c r u e  t o  t h e  b e n e f i t  o f  t h e  p u b l i c  b o d y  
p r o v i d i n g  t h e  f u n d i n g .  E m p l o y e e s  o r  b o a r d  t r u s t e e s  w h o  f r e q u e n t l y  f l y  a n d  h a v e  a i r l i n e  
f r e q u e n t  f l y e r  p r o g r a m s  f o r  t h e i r  p e r s o n a l  t r a v e l  s h a l l  o b t a i n  a  s e p a r a t e  a i r l i n e  f r e q u e n t  f l y e r  
p r o g r a m  n u m b e r  t o  r e c o r d  a n d  r e p o r t  r e c e i p t  o f  c r e d i t s  o r  o t h e r  b e n e f i t s  w h e n  u s i n g  s t a t e  
f u n d s .  [ M n S C U  S y s t e m  P r o c e d u r e  5 . 7 . 1  7 / 1 / 9 8 ]  
R e g i s t r a t i o n  E x p e n s e s  
1 .  A  R e q u e s t  f o r  A p p r o v a l  t o  I n c u r  S p e c i a l  E x p e n s e s  f o r m  m u s t  b e  f i l e d  w i t h  t h e  S t a t e  
D e p a r t m e n t  o f  F i n a n c e  ( t h r o u g h  t h e  M n S C U  O f f i c e )  f o r  a l l  c o n f e r e n c e  o r  r e g i s t r a t i o n  f e e s  
o v e r  $ 5 0 0  a n d  t u i t i o n  f e e s  o v e r  $ 8 5 0  o r  a n y  a m o u n t  i f  m o r e  t h a n  t h r e e  p e o p l e  a t t e n d  t h e  
s a m e  e v e n t .  
2 .  T h e  f o r m  m u s t  b e  f i l l e d  o u t  a n d  s e n t  t h r o u g h  t h e  A d m i n i s t r a t i v e  A f f a i r s  o f f i c e  s o  t h a t  i t  
r e a c h e s  t h e  B u s i n e s s  O f f i c e  a t  l e a s t  1 0  d a y s  i n  a d v a n c e  o f  d e p a r t u r e .  
3 .  I f  t h e  f o r m  i s  n o t  f i l e d  a t  l e a s t  1 0  d a y s  i n  a d v a n c e ,  a  s t a t e m e n t  m u s t  b e  a t t a c h e d  e x p l a i n i n g  
t h e  r e a s o n  f o r  t h e  l a t e  f i l i n g .  T h e r e  i s  n o  g u a r a n t e e  t h a t  r e q u e s t s  s u b m i t t e d  l a t e  o r  a f t e r  t h e  
f a c t  w i l l  b e  a p p r o v e d .  
4 .  O r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  c l a i m s  f o r  r e i m b u r s e m e n t .  R e c e i p t s  f r o m  c r e d i t  c a r d s  
a r e  u n a c c e p t a b l e .  U n d e r  M i n n e s o t a  S t a t u t e s  M . S .  1 6 A . 5 8 ,  o r i g i n a l  r e c e i p t s  m u s t  
a c c o m p a n y  c l a i m s  f o r  r e i m b u r s e m e n t .  P h o t o c o p i e d  o r  d u p l i c a t e d  r e c e i p t s  o r  r e c e i p t s  
f r o m  c r e d i t  c a r d s  a r e  u n a c c e p t a b l e .  C o p i e s  o f  c a n c e l l e d  c h e c k s  a r e  u n a c c e p t a b l e .  
5 .  I f  r e g i s t r a t i o n  o r  c o n f e r e n c e  r e c e i p t s  a r e  u n a v a i l a b l e  o r  l o s t ,  i t  w i l l  b e  n e c e s s a r y  t o  o b t a i n  
d u p l i c a t e  c o p i e s  o f  t h e  r e c e i p t s .  I f  i t  i s  n o t  p o s s i b l e  t o  o b t a i n  a  d u p l i c a t e  c o p y  o f  t h e  
r e c e i p t s ,  i t  w i l l  b e  n e c e s s a r y  t o  s u b m i t  a  n o t a r i z e d  a f f i d a v i t  f o r m .  
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Personal Expenses 
Personal expenses, for purposes of these regulations, are defined as dry cleaning, laundry and 
baggage handling. Employees in continuous travel status in excess of one week who do not 
return home during that time, may claim reimbursement for laundry expenses during a period 
of time in which he/she is in continuous travel status; he/she is not eligible for reimbursement 
for laundry, dry cleaning or pressing in the first subsequent week. Original receipts must 
accompany claims for reimbursement. Receipts from credit cards are unacceptable, as are 
photocopied or duplicated receipts or receipts from credit cards are unacceptable. The 
employee's judgment is to be used regarding baggage handling expenses. 
Lodging 
1. Lodging expenses (room+ tax charges) must be rep~rted in the lodging column on the 
Employee Expense Report form and must be reported separately for each day in which 
lodging is being claimed. 
2. Original receipts must accompany claims for reimbursement. Receipts from credit 
cards are unacceptable, as are photocopied or duplicated receipts. Canceled checks are 
unacceptable. 
3. If registration or lodging receipts are lost, it will be necessary to obtain duplicate copies 
ofthe receipts from the hotel or motel for lodging expenses. If it is not possible to 
obtain a duplicate copy of the receipt, it will be necessary to submit a notarized 
affidavit. 
4. When the lodging receipt covers a staff member and other non-university employees, 
the staff member can claim only the single room rate. 
5. Business telephone calls included in the lodging must be claimed separately under the 
"other expense" column of the Employee Expense Report form. Personal calls cannot 
exceed $2.00 a night, cumulative total. 
6. When two or more staff members share a room and share the cost, a copy of the lodging 
receipt must accompany each staff member's claim, with the total of the lodging charges 
being divided equally. The original copy of the lodging receipt must accompany one of 
the claims. · 
7. When a staff member shares a room with another party (not an employee) the original 
receipt must be adjusted to show that only the single room rate is being claimed for 
· reimbursement. 
Special Expenses 
If expenses above the allowed amount are to be incurred, a Request to Incur Special Expenses 
form must be completed and sent to the Business Office. 
. .  
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A d v a n c e s  
I f  y o u  n e e d  a  c a s h  a d v a n c e  f o r  a  t r i p  y o u  m u s t :  
1 .  C o m p l e t e  a  T r a v e l  R e q u i s i t i o n  f o r m  f o r  e a c h  i n d i v i d u a l  a t  l e a s t  t h r e e  w e e k s  i n  a d v a n c e  o f  
t h e  t r i p  a n d  s u b m i t  t o  B u s i n e s s  O f f i c e .  
2 .  C o m p l e t e  a  R e q u e s t  f o r  A p p r o v a l  t o  I n c u r  S p e c i a l  E x p e n s e s  ( i f  n e c e s s a r y )  a n d  s u b m i t  t o  
B u s i n e s s  O f f i c e .  
3 .  C o m p l e t e  a n  E m p l o y e e  E x p e n s e  R e p o r t  f o r m  a t  l e a s t  t w o  w e e k s  i n  a d v a n c e  a n d  s u b m i t  t o  
B u s i n e s s  O f f i c e .  
T o  o b t a i n  a  t r a v e l  a d v a n c e  a n t i c i p a t e d  o u t - o f - p o c k e t  e x p e n s e s  m u s t  b e  i n  e x c e s s  o f $ 5 0 .  T h e  
T r a v e l  R e q u i s i t i o n  a n d  E m p l o y e e  E x p e n s e  R e p o r t  m u s t  b e  s u b m i t t e d  a t  l e a s t  t w o  w e e k s  i n  
a d v a n c e  o f  t h e  t r i p .  I f  a p p r o v e d ,  a  c h e c k  w i l l  b e  i s s u e d .  A f t e r  t h e  t r i p  i s  c o m p l e t e d ,  a n  
E m p l o y e e  E x p e n s e  R e p o r t  f o r m  w i t h  o r i g i n a l  r e c e i p t s  a t t a c h e d  m u s t  b e  c o m p l e t e d  w i t h i n  5  
d a y s  a n d  s u b m i t t e d  t o  t h e  B u s i n e s s  O f f i c e  f o r  s e t t l e m e n t .  I f  a d v a n c e s  a r e  n o t  s e t t l e d  w i t h i n  3 0  
d a y s ,  t h e  s t a t e  w i l l  i n i t i a t e  a  d e d u c t i o n  f r o m  t h e  i n d i v i d u a l ' s  p a y c h e c k  f o r  t h e  t o t a l  a m o u n t  o f  
t h e  a d v a n c e  ( p l e a s e  n o t e  t h e  E m p l o y e e  E x p e n s e  R e p o r t  s i g n a t u r e  l i n e ) .  [ M & C  5 / 1 5 / 9 2 ]  
V E H I C L E  U S E  A N D  O P E R A T I O N  
A u t h o r i z e d  U s e  
O n l y  a u t h o r i z e d  d r i v e r s  a r e  p e J ; l l l i t t e d  t o  d r i v e  s t a t e  v e h i c l e s .  A u t h o r i z e d  d r i v e r s  a r e  d e f i n e d  
a s  s t a t e  e m p l o y e e s ,  c o n t r a c t  e m p l o y e e s  ( i f  t h e  a u t h o r i z a t i o n  t o  d r i v e  a  s t a t e  v e h i c l e  i s  
s p e c i f i c a l l y  p r o v i d e d )  a n d  s t u d e n t s  o n  s t a t e  p a y r o l l .  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  
2 0 8 ,  p h o n e  2 3 6 - 2 1 5 6 .  
V e h i c l e  O p e r a t i o n  
T h e  u n i v e r s i t y  h a s  t w e l v e - p a s s e n g e r  v a n s ,  f i f t e e n - p a s s e n g e r  v a n s ,  s t a t i o n - w a g o n s ,  a n d  s e d a n s  
f o r  u s e  b y  e m p l o y e e s  c o n d u c t i n g  u n i v e r s i t y - r e l a t e d  b u s i n e s s .  T o  r e s e r v e  a  v e h i c l e  f o r  a  
s p e c i f i c  d a y ,  c o m p l e t e  a  T r a v e l  R e q u i s i t i o n  a n d  t h e n  c a l l  t h e  M a i n t e n a n c e  D e p a r t m e n t  O f f i c e ,  
p h o n e  2 3 6 - 2 6 6 2 .  [ M & C  5 / 1 5 / 9 2 ]  
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B. To insure continuity, the term for most non-student committee appointments 
shall be January 1- January 1, two-year terms. The exception are: 1) the 
Institutional Review Board (IRB) has- three-year revolving terms for faculty, 
and 2) the Strategic Planning Committee (SPC) and the Strategic Budget 
Committee (SBC) have three-year staggered terms for non-student members. 
C. University Committees have a defined membership prescribed and 
established by mutual agreement of the faculty associations and the 
administration. Faculty members of those committees are appointed by the 
relevant faculty association (IFO/MSUAASF) after consultation with the 
President. Membership may include students and/or administrators and/or 
staff. 
D. Programmatic Committees are composed of representatives from the 
departments that offer the requisite coursework for the program. Faculty are 
appointed upon the recommendation of the President or his/her designee in 
consultation with the Faculty Associations~ 
E. Departmental Committees are appointed through procedures democratically 
agreed upon by the department. (See A. above) 
F. Student Affairs Committees are appointed by the President or his/her 
designee in consultation with the Student Senate. Membership may include 
faculty and/or staff as well as administrators responsible for the area of 
consideration. 
G. Task Forces are appointed by the President after appropriate consultation 
with the relevant collective bargaining units. 
H. Student members on committees are chosen by the Council on Committees 
with the approval of the Student Senate. Students will be appointed in the 
spring/fall (awaiting a recommendation from the Student Senate) and serve for 
an academic year. 
I. Committee members from classified staff are selected by AFSCME. 
J. Faculty elect representatives to the APAC. All other groups follow the usual 
recommendation and appointment procedures. 
K. The continued need for the three independent committees: Liberal Studies, 
Liberal Studies Assessment, Institutional Assessment, should be reexamined 
during 1998-99 academic year. 
III. Authority - Responsibility 
A. All committees and task forces are advisory to the President or his/her 
designee. 
. .  
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B .  A l l  c o m m i t t e e s  s u b s c r i b e  t o  R o b e r t s '  R u l e s  o f  O r d e r .  M i n u t e s  o f  a l l  
c o m m i t t e e  m e e t i n g s  s h o u l d  b e  f i l e d  w i t h  t h e  P r e s i d e n t  o r  h i s / h e r  d e s i g n e e  
a n d  t h e  p r e s i d e n t s  o f  t h e  f a c u l t y  a s s o c i a t i o n s  ( I F O / M S U A A S F ) ,  A F S C M E ,  
a n d  S t u d e n t  S e n a t e .  M i n u t e s  w i l l  a l s o  b e  f i l e d  o n  M S U ' s  i n t r a n e t .  
C .  A l l  c o m m i t t e e s  a n d  t a s k  f o r c e s  s h a l l  f i l e  a n  a n n u a l  r e p o r t  w i t h  t h e  P r e s i d e n t  
o r  h i s / h e r  d e s i g n e e  a n d  t h e  p r e s i d e n t s  o f  t h e  f a c u l t y  a s s o c i a t i o n s  
( I F O / M S U A A S F ) ,  A F S C M E ,  a n d  S t u d e n t  S e n a t e .  
P r o g r a m m a t i c  C o m m i t t e e s  
C r i m i n a l  J u s t i c e  
E u r o s p r i n g  
G e r o n t o l o g y  P r o g r a m  
H u m a n  R e l a t i o n s  
I n d i a n  E d u c a t i o n  C o u n c i l  
I n s t i t u t i o n a l  A n i m a l  C a r e  a n d  U s e  
M a n a g e m e n t  I n f o r m a t i o n  S y s t e m s  
M a s t e r  o f  B u s i n e s s  A d m i n i s t r a t i o n  
M a s t e r  o f  L i b e r a l  A r t s  
M a s t e r  o f P u b l i c  a n d  H u m a n  S e r v i c e  A d m i n i s t r a t i o n  
P a r a l e g a l  
P r e - P r o f e s s i o n a l  A d v i s o r y  
R a d i o i s o t o p e  S a f e t y  
T e a c h e r  P r e p a r a t i o n  
W h i t e  E a r t h  G r a n t  
W o m e n ' s  S t u d i e s / C e n t e r  
W r i t i n g  C e n t e r  
S t u d e n t  A f f a i r s  C o m m i t t e e s  
B o o k s t o r e  
C o m s t o c k  M e m o r i a l  U n i o n  
S t u d e n t  A c t i v i t i e s  B u d g e t  
S t u d e n t  C o n d u c t  
S t u d e n t  H e a l t h  A d v i s o r y  
S t u d e n t  O r g a n i z a t i o n  A d v i s o r y  
U n i v e r s i t y  C o m m i t t e e s  
A c a d e m i c  A p p e a l s  
A c a d e m i c  P o l i c y  A d v i s o r y  C o m m i t t e e  
A D A  A d v i s o r y  
A d m i s s i o n s  a n d  A d v i s i n g  
A f f i r m a t i v e  A c t i o n  
C u l t u r a l  D i v e r s i t y  
E n r o l l m e n t  M a n a g e m e n t  
E n v i r o n m e n t a l  H e a l t h  a n d  S a f e t y  
F a c i l i t i e s  a n d  G r o u n d s  
1999 Faculty Handbook Revision 
• For serious health condition that makes the employee unable to perform the 
employee's job. 
At the employee's or employer's option, certain kinds ofleave may be substituted for unpaid 
leave. 
133 
Advance Notice and Medical Certification: The employee may be required to provide advance 
leave notice and medical certification. Taking of leave may be denied if requirements are not 
met. 
• The employee ordinarily must provide 30 days advance notice when the leave is 
"foreseeable." 
• An employer may require medical certification to support a request for leave because 
of a serious health condition, and may require second or third opinions (at the 
employer's expense) and a fitness for duty report to return to work. 
Job Benefits and Protection: 
• For the duration of a FMLA qualifying leave; the employer must maintain the 
employee's health coverage under any "group health plan." 
• Upon return from a FMLA qualifying leave, most employees must be restored to their 
original or equivalent positions with equivalent pay, benefits, and other employment 
terms. 
• The us.e ofFMLA leave cannot result in the loss of any employment benefit that 
accrued prior to the start of an employee's leave. 
Unlawful Acts by Employers: FMLA makes it unlawful for any employer to: 
• Interfere with, restrain, or deny the exercise of any right provided under FMLA; 
• Discharge or discriminate against any person for opposing any practice made unlawful 
by FMLA or for involvement in any proceeding under or relating to FMLA. 
Enforcement: 
• The U.S. Department of Labor is authorized to investigate and resolve complaints of 
violations. · 
• An eligible employee may bring a civil action against an employer for violations. 
FMLA does not affect any federal or state law prohibiting discrimination, or supersede any state 
or local law or collective bargaining agreement which provides greater family or medical leave 
rights. 
For additional information, contact the Human Resources Office, Owens 210. 
1 9 9 9  F a c u l t y  H a n d b o o k  R e v i s i o n  
1 3 4  
G R A D U A T E  F A C U L T Y  A P P O I N T M E N T  A N D  R E V I E W  P O L I C Y  
A .  T h e  P u r p o s e  f o r  S e l e c t i o n  a n d  R e v i e w  o f  G r a d u a t e  F a c u l t y  
T h e  q u a l i t y  o f  t h e  g r a d u a t e  d e g r e e s  g r a n t e d  b y  M o o r h e a d  S t a t e  U n i v e r s i t y  d e p e n d s  u p o n  
t h e  q u a l i f i c a t i o n s  a n d  e x p e r t i s e  o f  f a c u l t y  i n v o l v e d  i n  t h e  e n t i r e  g r a d u a t e  e d u c a t i o n a l  
e x p e r i e n c e .  S e l e c t i o n  a n d  r e v i e w  o f  G r a d u a t e  F a c u l t y  i s  d e s i g n e d  t o  a c c o u n t  f o r  q u a l i t y ,  
e x p e r t i s e ,  a n d  p a r t i c i p a t i o n  i n  g r a d u a t i o n  e d u c a t i o n .  
B .  R i g h t s ,  P r i v i l e g e s ,  a n d  R e s p o n s i b i l i t i e s  o f  G r a d u a t e  F a c u l t y  
O n l y  G r a d u a t e  F a c u l t y  s h a l l  b e  e l i g i b l e  t o  t e a c h  g r a d u a t e  c o u r s e s  ( 6 0 0  &  7 0 0  l e v e l ) ,  a d v i s e  
g r a d u a t e  s t u d e n t s ,  c h a i r  g r a d u a t e  s t u d e n t  c o m m i t t e e s ,  s e r v e  o n  g r a d u a t e  s t u d e n t  
c o m m i t t e e s ,  a n d  b e  a p p o i n t e d  t o  t h e  G r a d u a t e  S t u d i e s  C o m m i t t e e .  
C .  C r i t e r i a  f o r  A p p o i n t m e n t  t o  t h e  G r a d u a t e  F a c u l t y  
I n  o r d e r  t o  b e  a p p o i n t e d  t o  t h e  G r a d u a t e  F a c u l t y ,  f a c u l t y  m e m b e r s  m u s t  p r o v i d e  e v i d e n c e  
o f  a c h i e v e m e n t  o f  a c h i e v e m e n t  i n  a t  l e a s t  t h r e e  ( 3 )  o f  t h e  f o l l o w i n g  a r e a s ,  t w o  ( 2 )  o f  w h i c h  
m u s t  b e  f o r m  t h e  f i r s t  f o u r  ( 4 )  l i s t e d .  
1 .  H o l d i n g  a  t e r m i n a l  d e g r e e  i n  o n e ' s  f i e l d  ( u s u a l l y  a  d o c t o r a t e ) .  
2 .  S c h o l a r l y  p u b l i c a t i o n  o r  c r e a t i v e  a c t i v i t y  i n  o n e ' s  f i e l d .  
3 .  R e l e v a n t  p r o f e s s i o n a l  s e r v i c e  a n d  p r o f e s s i o n a l  d e v e l o p m e n t  a c t i v i t i e s  i n  
o n e ' s  f i e l d .  
4 .  O n - g o i n g  c l i n i c a l  o r  f i e l d - r e l a t e d  e x p e r i e n c e  a n d  e x p e r t i s e .  
( E x a m p l e s  a r e : ·  c o n s u l t i n g ,  p r o f e s s i o n a l  p r e s e n t a t i o n s  a n d / o r  r e p o r t s ,  
r e s p o n s i b i l i t i e s  i n  a  p r o f e s s i o n a l  a s s o c i a t i o n ,  p r o d u c t i v e  r e c e n t  a d v a n c e d  s t u d y ,  a n d  
s o  f o r t h )  
5 .  S e r v i n g  a s  M a j o r  A d v i s o r  t o  g r a d u a t e  s t u d e n t s .  
6 .  T e a c h i n g  g r a d u a t e  l e v e l  c o u r s e s  ( 6 0 0  &  7 0 0  l e v e l )  a t  M S U  o r  e l s e w h e r e .  
7 .  S e r v i c e  a s  a  m e m b e r  o f  g r a d u a t e  s t u d e n t  c o m m i t t e e s .  
8 .  S p e c i a l  o r  u n i q u e  q u a l i t i e s  c o n t r i b u t i n g  t o  a  p a r t i c u l a r  g r a d u a t e  c u r r i c u l u m .  
D .  C a t e g o r i e s  o f  G r a d u a t e  F a c u l t y  
T h e r e  s h a l l  b e  G r a d u a t e  F a c u l t y  a n d  T e m p o r a r y  G r a d u a t e  F a c u l t y .  T e m p o r a r y  G r a d u a t e  
F a c u l t y  s h a l l  n o t  b e  l i s t e d  i n  t h e  G r a d u a t e  B u l l e t i n .  R e c o r d s  o f  f a c u l t y  m e m b e r s  i n  t h e  t w o  
c a t e g o r i e s  s h a l l  b e  k e p t  b y  t h e  D e a n  o f  A c 3 . d e m i c  S e r v i c e s .  
E .  P r o c e d u r e s  f o r  S e l e c t i o n  a n d  R e v i e w  o f  G r a d u a t e  F a c u l t y  
1 .  E x c e p t  a s  i n d i c a t e d  i n  E ( 3 )  b e l o w ,  a p p o i n t m e n t  o r  r e a p p o i n t m e n t  t o  G r a d u a t e  F a c u l t y  
s t a t u s  s h a l l  b e  f o r  s i x  y e a r s .  F a c u l t y  m a y  a p p l y  b y  s u b m i t t i n g  a n  a p p l i c a t i o n  f o r m ,  a  
c u r r e n t  P D P ,  a  c u r r e n t  V i t a ,  a n d  a n y  o t h e r  d o c u m e n t s  t h e y  c o n s i d e r  r e l e v a n t .  
A p p l i c a t i o n s  m a y  b e  d o n e  c o n c u r r e n t l y  w i t h  t h e  P D P  r e v i e w s .  
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2. The application materials shall be reviewed by the faculty member's department and 
chair. Their advisory recommendations, if any shall be forwarded to the Dean of 
Academic Services. The Dean of Academic Services shall obtain advisory 
recommendations on the application from the relevant Graduate Program coordinator 
(if any) and the Academic Dean as well as from the Graduate Studies Committee. 
Subsequently, the Dean of Academic Services will prepare a recommendation and 
forward it along with the application materials and all other advisory recommendations 
to the Vice President for Academic Affairs. Each preparer of an advisory 
recommendation shall send a copy to the applicant. The Vice President shall formally 
grant or deny appointment to Graduate Faculty status. 
3. Faculty hired on a tenure track appointment to teach graduate courses shiill be 
appointed to the Graduate F acuity and shall maintain such status for two years, during 
which time they must apply for reappointment to Graduate Faculty status as indicated 
in E(l) and E(2) above. 
4. Records of these reviews and decisions shall be maintained by the Dean of Academic 
Services. 
F. Appointment to Temporary Graduate Faculty 
Temporary Graduate Faculty shall be appointed by the Dean of Academic Services for 
limited, short-term assignments upon recommendations from relevant Department Chair or 
Graduate Program Coordinator and Academic Dean. Normally, Temporary Graduate 
Faculty shall be so designated in order to provide special expertise on graduate student 
committees or to teach a graduate course on a limited or adjunct appointment. 
G. Appeals Procedure 
Any faculty member wishing to appeal decisions made under these policies and procedures 
shall notify the Dean of Academic Services in writing and shall submit relevant 
information in support of the appeal. The Dean of Academic Services shall notify the 
relevant Academic Dean, the Graduate Studies Committee, and the Vice President for 
Academic Affairs. The appeal shall be reviewed by the faculty member's Academic Dean, 
the Graduate Studies Committee, and the Vice President of Academic Affairs in the order 
indicated. Each reviewer shall forward the appeal with recommendation to the next 
reviewer. The President shall formally grant or deny appointment to Graduate Faculty 
status. Records of these appeals and decisions shall be maintained by the Dean of 
Academic Services. 
[Pages 136-137 have been removed intentionally.] 
. .  
1 9 9 9  F a c u l t y  H a n d b o o k  R e v i s i o n  
1 3 8  
G R I E V A N C E  P R O C E D U R E  
I n  t h e  e v e n t  a  c o m p l a i n t  a r i s e s  b e t w e e n  t h e  e m p l o y e e  a n d  t h e  e m p l o y e r  w h i c h  c a n n o t  b e  s e t t l e d  
i n f o r m a l l y ,  a  g r i e v a n c e  p r o c e d u r e  h a s  b e e n  e s t a b l i s h e d ,  t h e  t e r m s  a n d  s t e p s  o f  w h i c h  a r e  
d e s c r i b e d  i n  t h e  I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 8  a n d  t h e  M S U A A S F / M n S C U  A g r e e m e n t ,  
A r t i c l e  2 5 .  
I M M I G R A T I O N  R E F O R M  A N D  C O N T R O L  A C T  
T h e  F e d e r a l  I m m i g r a t i o n  R e f o r m  a n d  C o n t r o l  A c t  o f  1 9 8 6  w a s  s i g n e d  b y  P r e s i d e n t  R e a g a n  o n  
N o v e m b e r  6 ,  1 9 8 8 .  T h e  l a w  s e e k s  t o  p r e v e n t  e m p l o y m e n t  o f  a l i e n s  n o t  a u t h o r i z e d  t o  w o r k  b y  t h e  
I m m i g r a t i o n  a n d  N a t u r a l i z a t i o n  S e r v i c e  ( I N S ) .  T h e  l a w  s t a t e s :  " I t  i s  u n l a w f u l  f o r  a  p e r s o n  o r  
o t h e r  e n t i t y  t o  h i r e ,  o r  t o  r e c r u i t  o r  r e f e r  f o r  a  f e e ,  f o r  e m p l o y m e n t  i n  t h e  U n i t e d  S t a t e s  o r  t o  
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WORKER'S COMPENSATION 
All employees including graduate assistants and student workers who sustain an injury while 
performing the duties of their position should immediately report the incident to their supervisor 
and contact the Human Resources Office for the purpose of preparing a First Report on Injury 
form. Questions should be directed to the Human Resources Office, phone 236-2157, Owens 
210. [M&C 5/15/92] 
WORKLOAD 
A standard contract obligates the faculty member to 168 duty days. Normally, a faculty member 
is assigned 12 undergraduate credits of teaching per semester. A faculty member's teaching load 
shall not exceed 14 undergraduate credit hours p~r semester nor 24 undergraduate credit hours 
per academic year. Adjustments are made for graduate courses, studio courses, lab courses, · 
interactive television courses, off-campus courses, assessment of prior learning and overloads. 
Special language is supplied for those involved in non-teaching assignments, coaching, theatre 
and forensics. Normally, the faculty member is to schedule 10 hours weekly for advising and 
other contacts with students [IFO/MnSCU Agreement, Article 10]. See page 145 or Article 12 
regarding overload. 
